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For the most distinctive executive correspondence! 
Smith-Corona “EIGHTY- EIGHT” 
CARBON-RIBBON TYPEWRITER 


If you want your business letters to 

make a finer impression on your customers, 

if you want letters of distinction and prestige 
. see that your secretary tries this amazing 

carbon-ribbon typewriter by Smith-Corona 


The print-perfect quality of the “write” is crisp, 


sharp and clean has that “printed” look! 


Phone today for a 10-minute demonstration. 


See the Smith-Corona 88 Secretarial, the all new 


Smith-Corona Electric and new Carbon-Ribbon Electric 











Mend it with TAPE! "scotcn” 
Cellophane Tape does a fast, in- 
visible job of mending torn file 
cards, office records, checks, 
vouchers. 


Seal it with TAPE! Sticks at 
a touch and holds tight--— "SCOTCH" 
Brand tape is your best bet for 
sealing bulky file envelopes, 
important letters. 


Protect it with TAPE! Tough, 
smooth-surfaced "SCOTCH" Cellophane 
Tape puts a durable edging on 
much-used file cards, charts, 

maps, rosters. 











IT'S THE CLEAR FAVORITE 
“_ IN EVERY OFFICE! 
{ proouct OF fimo : 
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The term “SCOTCH” is a registered trademark of Minnesota Mining and Manufacturing Company, St. Paul 
6, Minn. Export Sales Office: 99 Pork Ave., New York 16, N.Y. in Canada: P.O. Box 757, London, Ontario 
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¥ 
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Ribbon 
at Our 
Expense 


With your present 
type this line on your business letterhead Read your a 


sue of The Office.” Include make of typewriter and y« 


ir name. Ma 
bia Ribbon and Carbon Mtg. Co., In : 958 Herb Hill Road J 
Cove, N. Y. for your free Columbia Carbon Ribbon 


RIBBONS - CARBONS - DUPLICATING SUPPLIES 
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WILLIAM SCHULHOF, Publisher 


WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 
THE OFFICE is published on the first of every month by Office Publications Company, 
232 Madison Avenue, New York 16, N. Y. Telephone: LExington 2-2245. 

Cables: Wilhof, New York 
Chicago Office: Civic Opera Building, 20 North Wacker Drive, Chicago 6, (Fred E. Zindler) 
ANdover 3-2668 
SUBSCRIPTION: One Year $3, Two Years $5, to U. S. and Possessions. 

To All Other Countries, One Year $4, Two Years $6 
Also publishers of the annual export editions: 

LA OFICINA and OFFICE EQUIPMENT EXPORTER. 
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PA va Business Pi@ication Inc 
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CIRCULATION OF THIS ISSUE OVER 36,000 COPIES 
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New Frigidaire Water Coolers 


Cool water for 
pennies a day — 
the trouble-free way 


Frigidaire’s all-electric Toe-Touch Control 
brings an instant flow of cold water. No 
water or electrical current is wasted, thanks 
to Flash-O-Matic action. Automatic stream 
regulator compensates for varying water 


pressure, Stainless steel top. 


Fight models, including bottle Ly pe 
coolers with or without refrigerated storage 
compartment, and new “explosion-proof 
model for use in hazardous areas 

Call your Frigidaire Commercial Dealer 
or write: Frigidaire, Dayton ], Ohio. In 
Canada, Toronto 13, Ontario 


Frigidair e Water Coolers 


Built and backed by General Motors 
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Master Control System Eliminates Daily 
Cycle Breakdown, 
Saves $3500 Yearly 





M. K. HEARNE 


Controller, The Diamond Department Store. 
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This small, inexpensive office machine 
is Photostat Corporation’s answer to the 
great and increasing need for dependable, 
casily-operated, money-saving photographic 
office copying. 

It will make three or more black-on- 
white copies up to 82 x 14 in one minute 
ready for immediate use on plain paper 
from one photo-sensitive matrix. 

It takes up less than two square feet 
of floor space on desk or table . . . can be 
used under normal lighting at any time 
by anyone in the office. 


PHOTOSTAT 


Instant 
Copier 


for use in every 
office .. . anywhere! 


It will copy anything typed, printed, 
written or drawn and is fully guaranteed 
by Photostat Corporation. 

Our trained sales-service representatives 
give instruction in its proper operation. 
They can be your friendly advisors on how 
to meet your copying problems with real 
savings in time and money. 

Write us .. . your inquiry will receive 
our prompt and interested attention. 


PHOTOSTAT CORPORATION 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 


299 STATE STREET, ROCHESTER 14, NEW YORK 


Service offices in most principal cities 


and in Toronto, Canada 


THe Orrice—August, 1955 





THE DIAMOND 


BILLING PROOF SHEET 
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Totals are cleared to a billing proof sheet on which any and all corrections are made. Cycle 


controls are maintained for balances only. 
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Machine automatically 
counts items (purchases, 
returns and payments) 
as statement is billed 
and prints the quantity 
of items enclosed just 
bef. re the balance 
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Slow, costly 


hand counting 


(and “rubber-stamping’’) 


Cost figures from Tickometer users all] 
over the country show that 
trically operated counting and imprint- 


this elec- 


ing machine is making almost unbeliev- 
able time 
many operations formerly done by hand. 


savings in and money on 


Let us send you some of these case 


studies. They may show you the way 
to big savings in your business 
The Tickometer counts all 
paper tickets, 
slips, labels, transfers, checks 
ten times faster than hand counting. It 


items coupons, sales 


eight to 


can count as many as 1,000 pieces per 


minute. And it’s so accurate, hundreds 


= Tickometer 


PITNEY-BOWES 


Counting, Imprinting Machine 
Made by the originator of the postage meter 


. Offices in 94 cities in U. S. and Canada 
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kinds of 


replaced by 
an amazing 


machine! 


of banks use it daily to count currency! 

It can also be equipped to do many 
kinds of imprinting or “rubber-stamp- 
ing”... to date-stamp, to cancel or void, 
to endorse, as it counts...to code and 
date product labels ( especially import- 
ant in the food, drug and allied indus- 
tries ). 

Rented as well as sold, the Tickometer 
is serviced from 259 places, coast-to- 
Ask the 


office for a demonstration. Or send the 


coast. nearest Pitney-Bowes 
coupon for a free illustrated booklet and 


an interesting folder of case studies 


rf ll Ee ee ee | 
PITNEY-BOWES, INC 

3433 Walnut Street 

Stamford, Conn 

Send ‘Tickometer booklet 


Send case 
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hat the over 
till affected by per 
vO each month, much 


standard cycle 


iberate re 


the files are 
roerated ven granting that 
the some increase in temptation to 

he standard and ma ve ships (which is true at le; 
in regard to missing question then becomes one 
ement You do know $s worthwhile to 
a standard 5,0 a Vei lessen that pos 


vould not Master 





Work Simplification 
Saves Ryan Over 
$75,000 in a Year 
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EXTRA WEIGHT 


WRAPPER 


BEST 
PROTECTION 
for the WORLD’S FINEST 


MIMEO & DUPLICATOR PAPER 


YOUR ; 
ASSURANCE OF: We're proud of our spanking new TRIAD wrapper 


© CORRECT MOISTURE and we wanted you to be the first to see wt! 
CONTENT If yo sh a regular user of TRIAD mimeo and 
duplicator Sp ipers, you'll know i's made to order 


i ; j 
NO CURLED EDGES for dif iws/7enment way producing bright 
CORRECT MILL CUT got clea ir copie nO smtear, no ol set 


Nothing nu ippen to a machine ¢ 
CLEARLY LABELED FOR thi er could | pe Machine OF 


WEIGHTS and COLOR Office (han PRI, AD ASK OR ht i 


&IRIAD ay ea 
ri $10.00 mnie ene 
Ind Our rat 


GROVETON PAPERS CO. 


GROVETON, NEW HAMPSHIRE 








who participate they must 

committe rts he group 

re coustant neouraged to discuss 

freely their ow! dei and those ot their 
neighbors. 

follow the Work Simp commit 

seovered how to eliminate ten 

eopies and ten envelopes 

tf outside production was 

Other mem 

engineering; 

engineer 

I dispatching. 

! . th their 16 elass 

from different departments, with 

Lee Kann, Ryan conference leader, pins blue fferent training and backgrounds, were 


ribbon on an outstanding flow process chart. + 
lect their own project, preferably a 


ssigned to committees and asked to se- 
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form ot! process charts, flow hottleneck a wp hat took too much 


tools, in tne 
diagrams and tested precepts, tor fy time, cost too much, ¢ 


ing substance to good ideas which might much chasing around to find materials, 


7 required Loo 


otherwise evaporate in the sun ol pro tools and supplies 
crastination. The class sessions, based on Mr. Orr’s committee settled on an oft 
the conference technique, give valuable fice task that was performed an average 


public speaking experience to employees of 26 times a week. It was seemingly an 





eae ~=—COAT «ITS SOURCE! 


OFFICE MACHINES 


You can not hide from NOISE 


Nor should you tolerate it as natural and unavoidable. It costs you money and it 
can be controlled. 

Reduce the irritant noise level with SOF-PTONE. 

A QUIET, comfortable office will pay off in greater efficiency, fewer errors, 
healthier and happier personnel. 


© 1955 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 





88 COMMERCIAL ST., ROCHESTER 14, N. Y. 
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Ryan industrial training specialist David Mc- 

Lees uses a traffic light loaned by San Diego 

Police Dept. to illustrate to class what he 
means by ‘'green light mind." 


essential operation involving the typing 
and distribution of a Closed Short Ship- 
ping Form used to notify certain de 
partments that for some reason a ship 
ment consigned to Ryan would be closed 
out with a shortage. For years these 
forms had been made up as needed, ten 
copies at a time, and distributed by a 
purchasing department clerk. It was a 
simple, straightforward operation. It 
took time, but how else could you notily 
everyone not to expect a full shipment? 
Mr. Orr, Charlie Webster, Jack Delaney 
and Al Janeski took out their flow 
process charts and went to work. 
They began with the typist taking ten 
copies of the form from a cabinet and 
went on from there as she inserted car 


Robert Smith (right), director of work sim- 

plification program at Ryan Aeronautical Co., 

explains flow process chart to San Diego city 
employees who joined his classes. 
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METAL-LUX 
deluxe clerical posture chair 


There is “executive distinction” in every line of 

this chair, from its foam rubber back-rest and Latex 
“Breathing Comfo-Cushion™ seat to its streamlined 

swivel base. It has no equal for posture comfort and it 
good looks excel anything ever created in metal 

Here is a chair which “belong where only the 

very best is desired. It's the chair that builds customer 

good-will for you. Write for complete details now 

this perfection in posture can be the most 


profitable chair you've ever offered 


ele 
“. there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Compbell Ave, Chicege 172, ilincis 
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exclusive “hg DESIGN” 

adds Beauty 
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PLASTICO 
BINDINGS 


for sales 
literature 
that’s 
‘‘BOUND 
TO 
ads 4. 








Only genuine 


PLASTICO BINDERS 
hove the ARCH 


With colorful PLASTICOBINDERS, and lie flat, no matter how big or 

your catalogs and sales presentations thick. . . display their contents with 

carry extra sales-power through pres- full-spread effectiveness. Ideal for 

tige appearance plus practical show- reference or demonstration—in every 

manship. size from pocket lists to king-size 
PLASTICO-bound books open flat swatch samplers. 


WRITE TODAY for full information, plus name and 
address of Plastico Licensee nearest you... to improve your 


@ FINANCIAL STATEMENTS © ANNUAL REPORTS @ SALESMEN’S 
MANUALS @ PRESENTATIONS @ CATALOGS @ PRICE LISTS @ 
APPLICATION CHARTS @ BROCHURES @ SWATCH BOOKS 


Originators of Plastic Binding in America 


732 SHERMAN ST ° CHICAGO 5, ILL Nyy 


15 W. 24th ST e NEW YORK 10,N. Y By Nome 


PLASTIC BINDING CORPORATION @Q 
INDIR 
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non, placed them i her typewriter, 
typed in necessary intormation, and so 
on through 11 operations, two transpor 
tations, one Inspection, two delays ol 
20 minutes each and the storage. The 
committee caretully studied each detail 
They asked for opinions trom every- 
one concerned—the girl who handled the 
lorms day after day and knew the job 
best, the department head, the people 
who received the forms at the other end 
of the line. 


Then. mavbe because they were out 


siders with that objective viewpoint that 


distinguishes the forest from the trees, 
they came across a second torm used 
regularly by all the same people, called 
the Purchase Order Notice. Why not 
eliminate the first form, treat shortages 
as a change and add the intormation to 
the list of items already being routed to 
interested departments? 

Simple? Of course. Good ideas usu 


ally are! 


SELF-GUIDE for TAB CARD FILING 


PATENTED 


1. Without SELF-GUIDE, the 2. SELF-GUIDE is comprised 3. To notch cards for 
average tabulating card tray of but four simple, easily SELF-GUIDE, this corner 
looks like this installed parts cutter is used. 


j 


4. As the notched tab cards 5. All of the tab cards snugly 6. Converted to SELF-GUIDE, 


drop below the rails, the fit the tray, 


with the guides this tab card tray has 


un-notched tab cards spring up evenly and easily visible come alive! 


Easily installed 


SELF-GUIDE 


a 
' 
' 
' 
speeds tab card reference! At-a- 4 
glance selection saves time and filing : 
costs, and increases efficiency! ' 
' 
' 
i 
' 


Send NOW for FREE details! 
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WASSELL ORGANIZATION, INC. 
WESTPORT, CONNECTICUT 
NAME 
TITLE 
COMPANY 
ADDRESS 


CITY yi: ee) 








FREE 
BROCHURE 


containing samples 
of these prize-win- 
ning commercial 
letterhead designs 1s 
yours for the asking- 
Write for it on your 
business jetterhead. 


P 
APER CC yMPANY / a 
, Wisconsin 


Tue Ovvice 
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SAVE TIME 


AT YOUR 
DESK 


A Test for Honesty 


N HONESTY EVALUATOR is 

offered by John E. Reid & Associ 

ates, to appraise the trustworthi 
ness OL persons who apply for jobs 
where they will have an opportunity to 
steal. It is not intended for persons 
on the job, said John E. Reid, but only 
for new applicants. Mr. Reid, a lie 
detector expert, states the honesty eval 
uator consists of 158 questions, 42 of 
them similar to those found on standard 


sxaadntar 


© Compact 5” x 10” unit holds 400 slit 
apart writing surfaces 

@ Keeps all your memos in one place ir 
sight Reminds! 
Shows at a glance what's to be done 
and when 
Speeds the day’s worl with le 
Strain, tension. Ends desk me 

@ Used by leading corporation 


Send Trial Order Today 


“SATISFACTION GUARANTEED 
Only $8.10 per dozen (minimum order) 
Send No Money. We'll bill you. 


employment questionnaires. By ex 
amining the total answer pattern to the 
remaining 116 key questions, an inter 
preter can assess the reliability of the 


applicant. 

Answers on the form will be evalu 
ated by specially trained persons, and 
an applicant judged unreliable will have 
an opportunity to take a polygraph 
(lie-detector) examination if he re 
quests it. This service, copyrighted as 
the Reid Report, is available through 
the firm’s offices in Chicago and Pitts 
burgh; later in New York and San 
I ranciseo. 

Few firms escape losses attributable 
to white collar crime. Employee dis 
honesty costs business more than $500 
million annually according to the est! 
mate of Continental Casualty Co. based 
upon losses given in figures from the 
F.B.I. and other police agencies, Un 
reported losses are described as “astro 
nomical” by the Chicago Crime Com- | 
mission. More than just a key file 


The Reid written test is said to be Because behind each unit there's the in 
more efficient than a polygraph exami comparable TeiKee ‘complete’ key con 
: ne aa sail trol system It's the one system that 
nation, since it may be administered to keeps smooth working keys instantly 
any number of persons simultaneously. available. And besides the convenience 
~ : of this, productive time is saved and 
Filling out a torm presents no cause costly delay avoided. Remember, too 
for embarrassment and therefore re TelKee lets you use all your locks all 
; the time. But for full details send for 
sistance to taking the written test is our FREE catalog No. O-22 today 


rare. Because it reveals tendencies, the 


Eaclusively sold by Est. 1937 
GOODYEAR PRINTING & STATIONERY CO. 
270 Lafayette St.. Dept. TF-8 New York 12, N. Y 
ee 





questionnaire is predictive in nature and 
not just a means of determining past 
behavior. The form includes an agree 
ment to take a lie-detector test, if one The MOORE KEY CONTROL Systems 


(Continued on page 81) PO. MOORE, INC 300 FOURTH AVENUE, NEW YORK 10,N Y 
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R.C. Allen 
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the 


RECALL 
key 


... gives this machine a “memory” ... restores the last 

amount printed, instantly! Depressing this key simultaneously 

with the proper motor control speedily and accurately repeats debit 
or credit items, corrects listed errors, reverses debit or credit totals, mul- 
tiplies totals and restores totals printed in error, all without re-indexing! 











No other adding machine has it. No feature since Credit 


; Balanee compares with the importance of 
Se = the exclusive RECALL Key which gives this 
machine its “memory”. This feature 

makes it possible for the standard con- 

trol keys to accomplish more, with 

fewer motions and 

fewer opportunities for error 

than ever before. 


Only a demonstration can 
do justice to its unlimited 


advantages for you... anditsmany 
efficiency features which include automatic 
step-over multiplication with positive 

back-space correction key, and single-double- 
triple cipher keys. 

Call your R. C. Allen dealer today for a 
demonstration or write for the colorful brochure, 
“The Adding Machine With a Memory”. 


MANUFACTURERS OF FULL KEYBOARD ADDING MACHINES, A WIDE RANGE OF 
SPECIALIZED CASH REGISTERS, A POPULAR LINE OF DESK-MODEL BOOKKEEPING 
MACHINES, AND THE WORLD'S MOST ADVANCED TYPEWRITERS 


R.C.Allen Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids 4, Michigan 





Monthly reports a week earlier 


A food processing company with a 
dozen branch plants uses twenty-nine 
monthly reports to keep track of its costs. 
Three girls spent seven days, typing from 
four to seventeen copies of the reports. 

With forms printed on translucent 
paper, the figures are penciled in. Now 
one girl makes the required copies of 
all the reports in two days. Complete 
reports are usually ready by the fourth — 
a full week earlier! 


In thousands of companies, Ozalid has 


displaced wasteful retyping, rewriting 
freed 


more productive jobs; and saves time, 


and proofreading; workers for 
cuts cost, speeds operation. 

Ozalid has hundreds of applications. 
In accounting, statements, ledger sheets, 
payroll records can be Ozalid copied. 


On monthly and cumulative reports, new 
entries are added, and Ozalid copies 
made for distribution. 

An Ozalid machine copies anything 
written, typed, printed or drawn on any 
translucent (lets light through) material. 
Reproduction is instant, without stencils, 
positives or photographic processing. 
You can make a letter size copy in less 
than a minute, for less than 2¢—much 
cheaper than photocopying. 

Ask the nearest Ozalid distributor (see 
phone book) to show you how Ozalid 
can help in your business. Or write 
171 Ozaway, Johnson City, N. Y. 

In Canada, Hughes Owens Company, 
Ltd., Montreal. 

OZALID—A Division of General 
Aniline & Film Corporation... From| 
Research to Reality 


OZALID 


OZAMATIC (left) is a table 
model, handles sheets as 
wide as 16", and can make 
up to 1000 prints an hour. 
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‘Waltonals save us 65% a year on our investment.” 


“A recent study of our new National application has shown 
savings of about 65% annually, the equipment paying for 
itself in less than 18 months 

“Wherever Nationals are used they have established a 
record of savings. It's a credit to their accuracy and speed, 
as it is to simplicity of operation 
and ease with which operators (2 ) 
can be trained. It is understand- “) marl ‘ 
able why we are so pleased Vice President — Finance 
with National equipment. Harris-Seybold Company 


JOBS HANDLED © General Accounting — Notes Receivable - Accounts 
Receivable- Accounts Payable - Subsidiary Ledgers - General Ledger * Cost 
Accounting—Pre-payroll- Labor Distribution- Payroll Writing - Analyses 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


977 OFFICES IN 94 COUNTRIES 
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— HARRIS-SEYBOLD, Cleveland, Ohio 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save. 


*TRADE MARK REG UU. PAT OFF 
Ojalional 
ACCOUNTING MACHINES 
ADOING MACHINES » CASH MEGISTERS 








The ALL-NEW 
Mechanized Card Record File 


Kard-Veyer is the new electrically-powered card file unit 
that reduces finding, posting and filing time to seconds. 
Here’s an all-in-one, fatigue-reducing, high output work sta- 
tion that can save profit dollars in time and space for you. 

Kard-Veyer houses from 16,000 to 80,000 cards in sizes 
from 8” x 5” to 214” x 3”, including standard punched-cards. 

If your records-keeping operation includes a large, active 
card file, investigate Kard-Veyer today. Call the Remington 
Rand Office near you, or, write to Room 1810, 315 Fourth 
Avenue, New York 10, N. Y. Ask for LBV706. 
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Sil ple FINDER! 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 











ll 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
Shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 


For full details about Space Finder File PUNCHED CARD USERS: 
and our other new equipment for the of- Our complete line of tabulating accessory equip- 
fice, write for Catalog No. 6 as well as the ment is described in catalog No. 5. Write for 
name of your local representative. your copy today 


Pe ZA FED PRODUCTS C0.—57 Post St., San Francisco 4 














Design and Produce Your Own 
FORMS CHARTS REPORTS 


Rules Lines and ‘Sets’ Type. in a Single 
Operation..........for any duplicating process 


The push of a button will automatically MAIL TODAY FOR COMPLETE DETAILS 
rule up a form of any kind—with single “9 — ——— 
or double lines and dot or dash leaders. RALPH C, COXHEAD CORFORATION 
Type matter, too, in various styles and | 720 Frelinghuysen Ave., Newark 5, N.J, | 





sizes can be composed with your rulings, Please send VARI-TYPER Book C39 
too. You can prepare your forms directly | 

on a litho-plate or stencil—or plain paper NAME 

for photo-offset paste-up. You can pre- 
pare elaborate charts and reports wit 
bold-face types, italics, etc. Combina- 
tions of rules and types are limitless. 
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Just put your hand here 


—to feel how every finger (of either hand) 


falls into natural, easy working position... 
how the over-size, plainly labeled control 
keys give direct “live” response...how Totals 
and Sub-totals are obtained instantly by 
depressing bars, with no space strokes re- 
quired, This is the first adding machine to 
fit the human hand —the first new keyboard 
granted a patent in years! 


—— 
... then watch what happens here 


Actual items you enter on keyboard appear 
in this Check Window before they are 
printed or added. For the first time on an 
American 10-key machine you see what 
you're adding. Note, too, how Clear Signal 
prints automatically on tape with the first 
item following a total... also how True 
Credit Balance prints without extra motor 
operations or pre-setting! 





From Friden—maker of the fully automati 
Calculator, The Thinking Machine of American 
Business — you expect a remarkable adding 


mac hine. We 


Ask your nearby Friden Man to show 


promise you will not be disap 


pointed 


you the Friden Natural Way Adding Machine 
it’s comple tely neu instruc 
throughout U.S. and the 


Macuine Co., 


Friden sales, 
tion and 
world. Fripen CALCULATING 
Inc., San Leandro, California. 


service 


THE AUTOMATIC CALCULATOR 


. 
PRODUCTS OF THE NATURAL WAY ADDING MACHINE 
qT] P THE COMPUTYPER ¢ THE ADD-PUNCH MACHINE 


Tue Orrice—August, 1955 





VERSATILE XEROGRAPHY 


SPEEDS Copies anything written, printed, typed or 


PAPERWORK drawn onto paper masters IN 3 MINUTES! 


There is no limit to the versatility of the dry, electrostatic xerography 
process in paperwork duplicating applications. It is now possible, with 
xerography, to produce up to eight copies from one xerographic ex- 
posure, including an offset paper master or translucent master for 
multiple copies. 

And, in addition to speeding paperwork and cutting duplicating costs, 
xerography eliminates re-typing, proofreading and errors. 
eWrite for ‘proof of performance’”’ folders showing how xerography is sav 
ing time and thousands of dollars for companies of all kinds, large and small 


THE HALOID COMPANY 
55-20X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


| 


—XEROGRAPHY 


(ZE-ROG-RA-FEE) 
| The fastest, cheapest, most versatile way to make masters for duplicating 
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‘““..and please take 
good care of my - 
new Clary! gal 


One thing she’s 
already discovered 
about her new Clary 
-it’ll certainly be 
nice to come back to 
after vacation! 


With her modern Clary, every trace of 
adding-machine strain and pressure disappears. 
Here instead is new speed and simplicity she’s never 
known before. Instant response to her slightest 
touch. Easy new multiplication and division. And 
new kind of powerized keys that respond instantly 
to her flying fingers. Her morale hits a new 
high, and so does her volume of work. 


Look in the yellow pages for your nearest Clary dealer or Factory Branch Office! 


CREATOR OF MODERN ADDING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 
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PHOTOCOPIES... 


even under fluorescent lights ? 





CERTAINLY—without hoods, 
visors or light shields! a 


with the new 


“COMPAYTF” 


At last, a one-piece photocopy machine that doesn’t need subdued lighting 
or cumbersome light shields! Under bright fluorescent lights, any girl i 

your office can copy anything—in sosende~oven pages in hound oan 
These sharp black-on- white copies stay flat and have a dull finish that 


pe rmits pen or pencil notations. The COMPAK is available in two sizes. 
84%” x 14” and 14” x 17”. 








Dept. 08, 105 Chambers St., New York 7, WN. Y. 


{[] I'd likea free demonstration to see Photo 
: rapid’s operation under the lighting condi- 


4 ? te heck 4:7. fice 
. tions in my om 7 
4 [1] Send me your brochure and full detail 


about Photorapid 


NAMEW—____————————— 
COMPANY 
STREETW.W__—_____—_ 

CITY _—_$$—$—$———————— 





THe Orrice—August, 1955 











t mk $s = | ’ 


—— <a 


on 








~~ step up office 
efficiency 


Efficient filing is a must in today’s business world. That's 
why more and more concerns look to Invincible — for 

the files with the “business-engineered” features. Ball- ae oe 
bearing guide rollers, finger-touch compressors, handles 
with built-in drawer latch are just a few features that cut 
filing clerk fatigue. What’s more, smart, distinctive styl- 
ing adds new beauty to any offices. See the feature 
packed Invincible line today. 


Set the pace for better business living 


INVINCIBLE | 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 

5, 4,3, and 2 

In Canada: Drawer Letter 

A, R. Davey Company Limited, Factory Representative and Lego! Files 

175 Bedford Road, Toronto 5, Canada 
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with the.. $ 
ELECTRIC- 


TYPEWRITE 


.. with the finest TYPEWRITER CARBONS 
...in many grades and finishes . .. made of high 
quality, silky-soft paper... and coated with first 
grade, specially-formulated inks, to insure sharp, 
clean, easily read copies. 


.. also First Quality RIBBONS... 


made to withstand the heavy pressures of the 
electric machines ...and which give sharp, clean 
impressions. 


Keep up-to-date with your customer's requirements 
for Carbons and Ribbons for electric machines. 
Write for complete information. 


STORMS 
SERVICE BUREAU 


| H. M. STORMS CO. 


quests from your customers, No STORMS BUILDING BROOKLYN 38, N.Y. 
obligation, of course, 4 


rt | 
H. M. STORMS COMPANY 0-81 
Storms Building, Brooklyn 38, N. Y 


Gentlemen: We would like to know more about Carbons and i 
Ribbons for electric machines 


Please send us complete information 
Please send us a copy of your 1955 Catalog 


Nome 


Address 


| 


% 
/ City Zone State 
ce ee eee mee ee re re ee ee eee ene eee 


i 
i 
i 
i 
4 
i 
Company Name i 
i 
i 
H 
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Hou Much are You Paying 


[ah 
FOR PRINTED OFFICE FORMS? yt 


[== 
Record forms are vital to any busi- | 


ness, but why pay the high cost of Guaceniet 
having them printed? } 

Just listen to this—every single one ———— 
of the many forms necessary in the 
manufacture and sale of our Tempo 
Duplicators and supplies, is repro- REPRODUCE THEM 
duced right here in our office. And, |. RIGHT IN YOUR OWN OFFICE 
at just a fraction of the cost of print- a 
ing—even in our own print shop! Letina 

You can do the same. If you use any Bid Requests 
office forms, whether in large or small . Production Schedules 
quantities, it will pay you to investi- ? Shipping Schedules 
gate Tempo’s Complete Office Printing O. Time Cards 
Program. Shop Orders 

Just pin the coupon to your letterhead end mony others 
and drop it in the mail. Why not do it now— 
before you turn the page? 

















TO: MILO HARDING COMPANY 
502 S. Monterey Pass Rd., 
Monterey Park, Calif. 


Please send complete information on how we 
con reduce our printing costs with Tempo’s Office 
Printing Program. 

COMPANY 

ADDRESS 

CITY ZONE__STATE 
Established 1904 











LIKE A PRINTING PRESS IN YOUR OFFICE 
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The office of the Brotherhood Relief & 
Compensation Fund, Harrisburg, Pa., 


has installed 19 Royal Electric Type- 

writers. E. R. Greene, left, and H. R. 

Smith, Royal salesman, are shown in 

Mr. Greene's office with some of the 
machines. 


a * 


New York's Waldorf-Astoria Hotel 
uses a Peerless Dri-Stat photocopier to 
make copies of guests’ signed checks 
for various services. Copies are used, 
whenever necessary, to support charges 
on customers’ statements. Restaurant 
and bar checks, which represent the 
bulk of the copying, are copied two 
up on an 8!/,"x 11" sheet. In addition 
to the accounting department, other 
Waldorf departments use their Dri-Stat, 
product of Peerless Photo Products, Inc., 
Shoreham, L. I|., N. Y. Photo at right 
shows Carol Sheingold copying two 
restaurant checks. 
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The 58-ft. corridor which divides the area. 

Width of corridor varies from 5 to 6 ft. be- 

cause partitions at left are angled to break 
the long straight line. 


General office in 
New York's Conven- 
tion and Visitors 
Bureau, Private of- 
fices at left have E. 
J. Boyle partitions 
with steel panels 
lacquered in pale 
blue and white, and 
walnut doors with 
flush transoms. Other 
offices have clear 
glass _ partitions. 
Desks are by Secur- 
ity Steel Equipment 
Corp. A_ different 
view of this area ap- 
pears below. 


A New York Office 
Beneath a Street 


The new offices of the New York Convention 
and Visitors Bureau are in a 148-by-40-ft. 
building under an elevated street facing 
Grand Central Station. To offset its drab and 
noisy condition, Michael Saphier Associates 
used a luminous ceiling, sound conditioning 
and the city's colors: blue, white and orange. 
There are two executive offices with an adja- 
cent office for two secretaries; a conference 
room seating ten; reception hall seating six; 
general office for 16; eight private offices 
accommodating two each; one private office 
for four, and a ladies’ lounge. 
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Office of Royal W. 
Ryan, executive vice 
president, New York 
Convention and Visi- 
tors Bureau, showing 
yellow draperies 
drawn over the clear 
glass partitions. Sec- 
retarial office ad- 


joins. 





Private office for 
four employees is 
furnished the same 
as the general office 
except for gold car- 
peting. 


Conference room 
has spotlighted cork 
wall at right for dis 
plays. Walnut furni 
ture has burnt 
orange tweed uphol 
stery. Carpet is gold 





«900annae *& 


"rl a. | a 


The 8-story, white marble and glass office building of the Bonneville Power Administration and 
other agencies of the U. S. Department of the Interior at Portland, Ore. This is the first finished 
unit of the 40-acre Lloyd Center development which will contain another office building, a 


medical-dental building and 130 retail stores. The above building, 360 by 


50 ft., was designed 


by John Graham & Co. and constructed by Ralph & Horwitz of welded steel. Wing at left 
contains a 500-seat auditorium and employee cafeteria seating 300. Roof antenna is for micro- 
wave communication system. Building will also have offices of the General Services Administra- 


tion, Internal Revenue Service and Selective Service. 


Dept. of Interior Oregon Offices 


Las 





Entrance lobby has 
four Westinghouse 
Selectomatic eleva- 
tors for passengers. 
There is also a 
freight elevator and 
a dumbwaiter. Floor 
is terrazzo. 
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Floors in the Dept. of the Interior Building in Portland, Ore., are laid out on a 4-ft. module. 
All of the partitions in the building can be easily moved when departments must be 


expanded or contracted. Insulated partitions are used in the tabulating room (below) which 

has removable acoustical gypsum panels on the ceiling. The reproduction and duplicating 

department of the Bonneville Power Administration occupies a large portion of the building's 
199 by 454 ft. basement. 





Robert C. Watson 
(left) Commissior 
er of Patents 
watches as Secre 
tary Weeks tries a 
Friden Adding Ma- 
chine held by Law- 
rence B. Taylor, vice 
president, Friden 
Calculating Machine 
Co. Mr. Taylor pat- 
ented keyboard de- 
sign to accommo- 
date natural position 


of hand. 


Secretary of Com- 
merce Sinclair Weeks 
(right) and Allan |. 
Roshkind, vice presi 
dent-research and 
engineering, A. B. 
Dick Co., examine 
some patents which 
have contributed to 
progress in the du- 
plicating field. This 
and the photos be- 
low are from a pat- 
ents exhibit in the 
Department of Com- 
merce Building 


Washington, D. C. 


Secretary Weeks us- 
ing the first pay 
telephone invented 
by William Gray in 
1885. Gray Pay Tele- 
phone Co. has grown 
into Gray Mfg. Co. 
manufacturer of dic- 
tation, television and 
communications 
equipment. Gray's 
Col. William F. 
Heimlich is at left. 
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The le ader in matched desk-t »p equipine nt 


Find a well-organized desk, and chances 
are that it’s also highly productive. Mor- 
ris Matched desk top equipment makes 
desk organization easy, efficient...and 
attractive. Its construction assures years 
of service...its design adds prestige to 
the entire office 

Best feature, though, is the surprisingly 
low price. A complete Morris Matched 
Set...memo pad, ash tray, expandable 
letter tray, pen set,* even book ends 
costs less than you might pay for just 
one fountain pen set 


Whether you're buying for one desk or 

a complete installation, it pays 

first at the Morris line. You will 

Morris Matched Sets at leading stationers 
re ask for them by nam« 

soon pay for themsels 


stepped up oth 


I output 





Morris lin e miracle SAFE-T-SET 
izing unit [ even turn it over 
equipped with hard-tip 
vriting, is always ready 
Vriting with each filling 


tationer 





BERT M. \MorRIS CO. x; 





8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 


In New York: 381 Fourth Avenue « In Canada: M 
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COLE’S ALUMINUM “POSTURE” CHAIRS 


10 EXCITING COLORS 


wr 


; Qo 


4The "EXECUTIVE" Arm Chair No. 2550 


The "SALESMAN'S" 
Chair No. 2610 


A 


No. 2610 
$54.95 


/ \ | The "SIDE" Chair 
: No. 2600 
y No. 2810 "7 


The "SECRETARY" No. 2810 


$39.95 


No. 2600 


as 


oe) & A STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 





All cabinets 
16" deep 


COLE’S DELUXE LINE OF STEEL CARD CABINETS 


ONE DRAWER UNITS TWO DRAWER UNITS THREE DRAWER UNITS 
(1600 Card Capacity) (3200 Card Capacity) (4800 Card Capacity) 
Card Card Card 
Size Width Height Price No Size Width Height Price No Size Width Height Price 
6%" $3.60 Cc x 7%" $6.30 ' uA $12.00 
4.20 C5462 4x ¢ 7.20 6 tx! ‘ f 15.00 
5.40 ( . x N'% “ 9.60 ait, “ A 18.00 
8.40 12.00 


COLE'S FAMOUS 5 90 
“AIR-FLO” FILES No. 1004 81 


For those who can afford the best! 


The "MODERN" File 


/ 


Wide High Deep 
4 67 28 


4 34/4 


Price 


SEND FOR COLE'S LATEST CATALOG. 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 





*ACCO-bound Papers are SAFE Papers” 























The ACCO Unit System of Filing 


—brings all related papers together When reference is required the 


at the filing desk. Subsequent file bound unit is drawn from file with 


matter during the year is perforated assurance that all related papers 


with the standard office punch of are together, in proper sequence, 


234,” centers, is 
filed with the 
established file 


‘ 


unit for “custo- 
mer” or “subject” 
and stays in file 
indefinitely,a 
secure ACCO.- 
bound unit. 


and protected 
from loss or mis- 
placement in the 
reference and 
handling that 
may follow be- 
fore the file is re- 
turned to its 


drawer or cabinet. 


Basic Accessories to ACCO Unit Binding: 


ACCO FASTENERS ACCOBIND Folders 
No. 12-1” cap. ACCO of fine Pressboard to fit all 
No. 22-2” cap. ACCO systems, 


{ . 31/7,” c _ . , 
pee: 308 =~ S7g CAG. BEAK ACCOPRESS Binders 
(27 other styles and sizes) 


ACCO Punch 


of fine Pressboard for all 
loose leaf forms. For ex- 


No. 10 - 234"centers (1/4”) ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. Y. 
In Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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NOW with Self. ~ era) 
Adjusting Poper Feed 4 
—Heeps tape aligned 

et all times! 


iB be hye foo 0:2 tke BEN. y fe 821 18 TR Aly f Bia 5 Yost 89) 28) OE 
6 eta SG RE MD ee lle 
VAN “4. -N tg eA J Ne AN) ) rea 4) 
PAR Tartare UDCA URN TAY 
and here’s why: Sensational! That's the only word to describe the all- 
© mets eth or ete Gee new REGNA Adding Machine! Streamlined as the 
subtraction available newest cars. ** so low in cost it’s a dream-come-true 
revolutionary years-chead styling for small business owners. Lets many firms cut ex- 
Swedish steel assembly penses and increase production by supplying a 
Sules procislon Fein voll ion machine to every department, to every desk where 
fully automatic safety keyboord adding is done. It took REGNA engineers years to 
dphers printed automatically develop an adding machine of such supreme quality 
signals for subtract, multiply at such a remarkably low price. It will take your 
oii and total printed * customers only minutes to realize that the new 
correction key clears entire keyboard REGNA is their “best adding machine buy’! 
lifetime handle construction a "REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys 175 Fifth Avenue , F 
trouble-free performance . . . l New York 10, N. Y. 


minimum maintenance | Certiemen: 
. Please send more information on the new Regna Adding Machine ond oviline 


ee 
} 











| 
! 
McA ADA: Regn Coth fog - edvontoges of becoming a Regna Dealer l 
l 
l 


Jore_Siote. —EEE 


cane ans CumD Gad GED GaD GED ca GD GoD Ge GD ee om onl 
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MERCURY PRODUCTS 
ALWAYS IN| 
CHAMPIONSHIP,” 

FORM 


a 
| 
' 
| 


for eel 


Watch your printing department hit new “highs” in 
quality and output wv MERCURY-Graph Rollers or 
MERCURY-Lith Rollers and Blankets. Made by the 
company who builds the rollers and blankets for the 
world’s largest printing and lithograph presses. And 
built to the same rigid specification by the same 
methods, and with the same materi als! You pay no 


} 


premium for this premium quality! 


RAPID i 


EASTERN OFFICE: 800 McCARTER HIGHWAY, NEWARK, NEW JERSEY 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON GRIP-N-PULL F@V TO} vg a 





. Automatic WiTH THE ExcLuSiVE ECONOMIZER BOX 
Alignment. 


. Automatic 
Rotation of 


sheets for > 
longer wear. : “ 
Alt, 
. Automatic VW 


Warning of 
last typing 
lines. 


2 
7 
~ Teens 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 
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For Filing and Finding of your BUSINESS FORMS 


USE MY NIE TELL-1-VISION SYSTEM 


READS LIKE A BOOK 
|| FROM LEFT To RIGHT 
GROWS AS WEEDED 





By wing Smeod's Tell-+-Vision filing system, you con 
reduce filing time. The ciphobetical-color signal 
fyttem for finding — and the mumericol-color signal 
system for replocing — moke filing easy, fost, ond 


eccvrate. 
SPECIAL OFFER 
Does your office personnel know how, why, when, where to file? 
Write for free manual “Filing Simplified GET TO KNOW YOUR LOCAL STATIONER 
which presents the fundamentals of filing SMEAD MANUFACTURING CO., INC. 
for class or self-imstryction HASTINGS, MINN 
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PROTECTION OF VITAL RECORDS AND DOCI 
VENTS. Government Printing Office, Washing 
ton 25, D. C., 4 pp., & cents 
A civil defense bulletin 


protect 


about a pro 


ELECTRONIC DATA PROCESSING IN INDUSTRY 

imerican Management Assn., 330 West 42nd 

» New York 36, 256 pp., 37.7 
how to deter 


CONTEMPORARY PUBLIC RELATIONS by Gene 
Harlan & Alan Scott, Prentice-Hall, Inc.. 70 
Fifth Ave., New York 11, 223 pp. $4.95. 

the pri l} les of publ c rela 
tions and provides actual cases to cover 
every field. Solutions are not given be 
cause the reader might be able to find 
better answer than did the orig 


relations practitioner. 


SUPERVISOR DEVELOPMENT PROGRAM, BASIC¢ 


COURSE, TAKING PERSONNEL ACTION. Gov- 
ernment Printing Office, Washington 25, D. C., 


25 cents 


32 pp., 
Describes supers 


ISOrTyV etion n secur 


additional personnel, changing er 


ployee assignments, and separating en 


plovees Several other actions are briefly 


treated. Personne! records are discussed, 


Ask for Catalog No. D 101.37:41-B-12. 
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IF YOU OPERATE DAVIDSON, 
MULTILITH OR OTHER 
REPRODUCTION EQUIPMENT... 


YOU NEED THE 
RAPID PRINTER 


A Completely Enclosed 
Carbon Arc Lamp And 

Vacuum Printing Frame 
Combination System 


RP-21 FLOOR MODEL— 
Plates up to 17'/2 x 22'/2” 

RP-17 FLOOR MODEL— 
Plates up to 14 x 20” 

RP-13 TABLE MODEL— 
Plates up to 12 x 16” 


Pe 
The 


<> nlite 


LIGHT TABLE WITH 
DEVELOPING TABLE 
TOP AND COPY 


. DT-26 Developing Table Top 


_ COMPANY, INC. 
8245. Western Ave., Chicago 12 


a el i em 


nuArc Co., Inc 
824 S$. Western Ave 
Chicago 12, Il! Dept 


Please send Bulletin No. 230 


No. OF-200 


Peatsiseiatnninn 
Company— 
Address— 


a Zone State - 


| 

| 

Nome__ : | 
| | 

| 


49 





Tired of your 
present letterhead ? 


There are no finer bond and writing papers than those 


made by Parsons. In this new portfolio are design 
Le fey Reall. le ading 


A ¢ Ca ora hic i 
oral cy pil spelen Heritage Bond — from the most 
arts designe rr, ha 


on L’Envoi, Old Hampden Bond, Parson Bond and 


luxuriou to the most 
prepared a portfolio economical of new cotton fiber 
of new letterheads 
on Parsons cotton . 

fiber paper. They're business or professional stationery to Parson 

,€7 } J€7 yi 

in the ‘‘Letterhead 
Design Vanual’’ 
written by My Reall 


papers. For your free 
copy of the “Letterhead Design Manual” write on your 


Paper 
Company, Department 44, Holyoke, Massachusetts. 


PARSONS PAPER 


em Wee |. 
More than 100 Years at Holyoke, Massachusetts 
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HOW TO SORT PAPERS 


L. E. GRIFFITH 


Hospital Care Association, Inc., Durham, N. C. 


HE Il Tl RE omhee® may well bye a properly called 
paperless office but, until that time When we take the 
arrives, it is difheult to think of the formed, and arrang« 

word office without conjuring up a men each piece of paper in 

al picture of papers of all sizes and strict alphabetical order, 
shapes i Various stages otf order and ine the papers. Kor here 
disorde At present it is. difficult to paper, provided 

Visualize any office in which the problems Is an entity in itse 
paper sorting and paper arranging ticular place u 


not arise In ote Ol more ol thew will conside! ort 


many torms. Admittedly in a very sma erations as be 


office unit, the paper volume involved related nature 


may not seem to present many sorting 


proble ns. Neve rthe less, they are unmis Types of Sorting Equipment 


takeably there. Basically there are five ways in which 


It is not usual, among olhec worke rs, paper sorting and arranging problems 

differentiate between paper sorting may be tackled insotar a equipment Is 
and paper arranging. They are, mor concerned. There are a wide number « 
often than not, treated as one and the variations to meet and fit the special re 
same thing. To be precise, however, sort quirements problems they wer¢ 
ing implies the breaking down of the designed to soly The five main type 
same or similar characteristics; making 1. TABLES inelude all flat surfaces 
groups of things of a kind or a class. such as desk tops 


oniginal data into groups having the of equipment 


" which are suitable Tor 
For example, an alphabetical name sorting purposes. Tables are commonly 
breakdown in which we group all the used for many different | f sort 


A’s tovether: all the B’s and so on, 1s ing and arranging operatio! 


UNWORKED 
MATERIAL 





WORKING 
AREA 


GHKOUPS UK FOR 
SPECIAL CASES 
LIFTED OUT 


Fig. # Compartment rack sorter 
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Baader To Fig. 2. Sorting table 


SUPPLIES with p geonholes 


2. PIGEONHOLES AND RACKS 


types OL sorting 
include all YI ft compartmented 


vy operations. Examples are 


equipment, ynetim combined with a hown in Figs. 7 and 8 
flat surtace. Examp!| it this category » MECHANICAL and ELECT 
are shown in Figs. 1, 2, 3 and 4. Pigeon CAL EQUIPMENT generally are de 


hole and rack systems art commonly pendent upon the special nature ot the 


0 be sorted. This category in 
also used for sorting folders cludes all equipment manufactured and 
TRAYS inelude vertical and hori used 1 


for sorting purposes with edgi 
zontal tray equipment, fixed or mobile. punched 


used for mail sorting. Rack systems are material 


cards, slotted cards and ma 
] reque ntly used in sorting correspon ehine pul ched cards I cample Ss ol some 
special cards and equipment are shown 
tray equipment are shown in Figs. 5 in Figs. 9, 11 and 12. 
and 6. 

4. LEAF SORTERS range from the 
indexed book type to those mounted on Flat Surface Sorting 


specially designed steel tables. In gen- ‘he table or desk 


dence, checks, orders, ete. ixamples ot 


g top is frequently 
eral they are highly efficient and can be l ne ni oihee unit to sort o71 


10 RECEPTACLES FOR 
DiGits O THAU 9g 


Fig. 3. 
SORTING RACK FOR 
CHECK ARRANGING 
DESK TOP 


CHECKS ARE PILED 
HEAE BEFORE SORT 


STAATS 
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papers. In small office units 
vork usually forms only a portion 
worker's daily duties. The other 

may have to be performed at the 

same desk or table and it is particularly 
that the clerk be 
the work area for the sorting 

or arranging activity when it arises. It 
sorting 1s attempted in a work area not 
properly organized for it, difficulty, 
wasted motions and contusion will arise. 
As a general rule for sorting on a table 
or desk top, the whole ot the top should 


any 


important trained to 


reorgvaniZe 


he cleared, leaving room only for 


special supplies required and for the 
sorting activity. 
If the 


is usually unwise to attempt to sort out 


whole working area is clear, it 
more than six to ten groups at a time, 
when one is dealing with upwards to 
say 200 sheets. For example, in an al 
phabe tical table sort of some 200 sheets 
of paper, it would be far more satisfac- 
break the first down into 
the four main groups A-F, G-L, M-R, 
and S-Z, than to attempt to sort on each 
letter of the alphabet. For satisfactory 
it 1s usually 


torv to sort 


table sorting and arranging, 
necessary to approach the task by stages. 
Although each sheet of paper may have 
to be handled several times before the 
operation 1S complete, it will be found 
speedier, and less fa 
tiguing. 

Fixed positions should be assigned to 
stack, whether for numerical or al- 


more accurate 


CAC h 
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LABEL 
HOLDERS 


Fig. 4 Steel sorting rack. 


phabetical sO1 


INCTILOTIZ€ d by 


should be 


subsequent sortines operattol 


low the same basic pattern irre 


| 


as to when thev are pe rlormed 


lavout ton 


vested numerical table 


ing, provided that the documents 


not too laree, Is VIVE! helo 


3's 6's 
2's 5's 
0's l‘s 4's 


orting and ¢ 


While all forms of 
ing activity may be pe rformed o1 
SSOTLCE ol 


work 1s system and order 


or table 


top, tHe ¢€ 


Pigeonholes and Racks 


Practically all offices, « 


form ol pig 


Kcept ery 
small units, use some eonhol 
or rack system in their mail opening and 
sorting 


outgoing 


operations (either ineon ne or 


eompart 


combined with 


flat working area In large oft 


occupied 


mail). Usually the 


ment arrangement 


may be 


( ral persons Ol 


time basis sorting unopened ma 
this is the case, it well wort 


or constructing special equ 
particular needs 

In small organizations, or 
of the staff usually 


tributes 


sorts, opel 


mail It 
{{ 


IMncoming 


necessary in such offices 





TRAYS FOR SORTING UNOPENED 
MAIL 


ea 


SD 


Pd 
SORTING TRay 


FOR OPENED 
INCOMING MAIL 


e work can 
In larger 


Concert j customary to 


make a sort of the mail un 


prelimina 


if unopened tate Per onal mail and 
firs clas | 


company mal are separates 


remainder. Fur ass mail is 
| 


Ope ned, 


from the 


then 


sorted by mal iduals, a 


VISION or department and delivered 
appropri 


t mail Is 


with the personal mail to the 


nt persol ' ] it mmportal 


then handled 


In all mail sort operations where 


either a pigeonhole or rack system 1s 


used, it important Ni all compart 
ments are properly and clearly identi 


fied. As cler\ 


the worl 


become accustomed to 


thev sens« automatically the 
mail 
allow the 


correct divisions tor eac! piece ol 
and theré a tendency to 
markers to become dirty or 
As a result, 


placed nV anew 


displaced, 
when alr employee iS TFe- 
worker 
without 


piece of 


worker, the new 
is hampered by not knowing, 
asking, the place tor a 
that the 


element be fixe d and 


mail It mportant 
pigeonhol 
not movable Frequently ma | opening, 


is dona 
Proper pro- 


either by machine or by hand, 
sorting desk 


mace Or 


at the mall 


should be { 


Visioti 


| 


dation o 


Iie accommMnoe 


upplre 


LABELS ON BOTH SiDES 
) ( 


LABELS 


STACK OF TRAYS 


Trays 


TI ere are 
| 


used tor 


many torms ol tray equip 
‘Trays 


be assembled either vertically in 


sorting 


purpose s. 


ers or horizontally in series, or a com 
‘| His type ol equip 


when the 


pination of ne two 


ment is commonly used sort 


ing problem consists of breaking up a 
large number of papers into relatively 
few groups. For example, if the prob 
lem is the division ot some 2000 papers 
into six to twelve 


caterogies, then tray 


When the 
the area re 
trays like ly 
ved becomes too extensive (un 


assembl d if} 


sorting would be adequate. 


number lr groups 
| 


quired tor the 


is large, 
number ot 


‘) by iy 


ess they can be tiers and 


here there are strict limitations) 


even 
In these 


travs would lie 


circumstances, many ol the 


outside the normal work 
reaching 
hing on the part of the worker. 


th all 


ing area, resulting in undue 


i forms Of sorting equip 
ment, proper labelling of trays is impor 
tant It is also important that each tray 
holds a fixed position in the layout and 
Trays 
leet 


W ile 


hig. ~) 


does not trom sort to sort. 


vary 


should I either capped with rubber 


or, 1f made ot wood, with felt 


shown in 


spaces on all si 5 (as 


make the removal of papers convenient 
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exposed upper edges may be lab lled on 
both sides. Frequently they are labelled 


sions on one side 


and easy. A concave surtace at the hot- 
tom of the tray permits easier hfting 
of small pleces ol pape # This is also nV 


done, in the case of metal trays, by em and by numerical d 
This enables the equipment to be used 


alphabetical div 
ivisions on the other. 


bossing the bottom. 
to greater advantage As a general rule 
1) lual iwWiIders f he ( oO ed bi 

Individual aivide! may ye remoy ' 

Leat Sorters , 1 agg squatters as 

various kinds of spring clip arrange 

There are many different styles and ments, making it possible to modify the 


sizes of leaf sorters, ranging trom the sorter to mee 
| | 


are designed witl all-clear 


t varying needs | sually 
desk attachment (Fig. 8) to spe the dividers 


\ designed steel tables tor leat sort- holes so that small pieces ol paper are 


small] 


; 
cially af 

While the NH l i orter (Fig. 7) Dividers 
r Jeaves are frequently mounted im such 
| 


job, the principle Ss of operation in eact nwa) at each sorting division ¢ Xpand 


ing equipment (Fig. 10). 
are usually arranged in units to fit each 


case are basically the same A leaf sort » eontracts according to the number 
Ing unit Consists Of a sermes o} labelled it papers it is holding at any given 
dividers, each of which is hinged to a ave of the operation 

mounting or container. In a sorting op- ‘ af sorter is used for practically 
eration, the appropriate divider is pulled very type of sorting and arranging op 
forward, forming a V-shape between it ati with the possible exception ol 
self and the next divider, the sorted orting unopened mail. Any volume of 
document is placed between the 
viders and the clerk proceeds to 


papers ° ca : in be handled quiel 
| mvenlel \ It s without doubt 
{ 


wise with the next document to be . } f the quickest and most convenien 
| 


Made in various capacities of 1 Za manual methods for sorting and arrang 
to 500 a vide rs, seve ral may re l ne operations Pre hably 


tandem or team tormatior tant po 


neignts, I s kind are 


Dividers are made in severa 
from 4” to 14”, for sorting al 
cards or papers. Tab apertures on the 


| 
" 
| 
I 


S1ZeS of 











SORTED 
CAROS 


ALL CARDS ARE 
TABBED IN THIS 
WAY 
Fig, 7. Leaf sorter. 
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2. Sorter division 


should be capable 
number 


ol automatic 


ol sorted 


expansion as the 
papers 
) Papers 
lrom either 
4. There should be 


(such a all-clear holes) to 


Increase, 
should be 


side of the 


easily removed 
sorter. 
some arrangement 
eliminate 
danger of leaving smal! papers In the 
orte! 

5. A tab arrangement with changeable 
labels simple and uncompli 
cated, When in use, labels should clearly 
divi 


ang 


should he 
pree sely show all 
the sort. 

6. When used with a mobile 
desk 


This natural working position re 


necessary 
lol oO} 
leg base, 
orter table should be or elbow 
ffort and fatigue. 

iders should be sufficiently rigid 
to ke p the papers and guides erect or 
They should be tough 
and reinforced at the bottom. 


§ The 


flat at all times 


sorter should permit the addi 
tion of further guides for every division. 
) The use of 


thie sorter 


color arrangements in 
in speedier 


identification and speed r sorting. 


tabs can assist 


Mechanical Equipment 


lar mechanical card sorting de 
Cards 
sorted 


\ popu 


lee = thre needle sort method 


may be rapidly and accurately 


info groups either alphabetically, nu 


merical or by items of intormation 


()peratior s quite simple Suppose the 


original ecard reeord is an application 


blank. During the printing of the ecard 


ched, around the edges, with a 


l pou 


YJ O™. 


4 
“an 
=] 


Fig. 9. Needle sorted cards. 


LEAF SORTER 
DESK ATTACHMENT 


Kach ol the hole ~ 
Is numbered or lettered to represent one 
item ot 


series of small holes 


information or the item of in 
formation is printed against the hole. 
The edges of the 


against the numbers, letters or 


eard are then notched 
intorma 
items the 
tended to 
how opel 


tion particular ecard is i 
that 


notches in the 


contain, so what were 


holes are ceard’s 
eda ~ 


Other 


small 


than the notching, which i: 


hand 
by a 


installations is done bv a 


punch and in larger installations 


key-operated slotting punch, the 


required ] 


other equipment 
needle, In 


sorter may he 


installations a gan: 


large! 


used instead ol the needle 


Suppose l a vroup ol eards we «ae 


all males. Cards are jogged 
needle passed through the hole 


sire to locate 
and the 
representing males 


on the 


By | ting the eards 
| 


needle, the cards containing 


notch against the letter, number or word 


‘male’ will drop down. The remainder, 


which were not slotted ‘male’ will re 


(kKig. 9). The ea 


eounted to find = the 


main on the needle 
are then 


By simple number coding arrangement 


number 


it is a very easy and rapid operation to 
restore cards to their original order 
form of card 
device is that in which the body « 
ecard eontains series of holes 
11). Each 


or letter to 


A less common sorting 


hole carries a code number 


repres¢ nt 
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UNWOAKED 
Fig. 10. MATERIAL 
LEAF SORTER 
TABLE 


ONE OR SEVERAL 
va a 4} 


SORTERS _~—_\ 


gf 





information. By means of a special slot The case is turned upside down and all 


ting machine, the holes may be linked the cards for the 30-year-old pilots fall 
as- down about half an inch. The cabinet 
sembled in special cabinets in a fixed is then locked in this position and re 
order. If it is required to know, say, versed. The holes in the front of the 
how many pilots in a series of pilots’ cabinet correspond to the hole arrange 
records were over age 30, a rod is thrust ment of the unslotted cards. Several 
through the front of the cabinet and rods may be used, permitting the break 
through the hole in the cards at the top 30 
of the slot used to indicate age 30 years. year-old pilots. 


TOHN L SMITH 2.63.04 PILOT CAT £4 
2 19 TH weEsT * i POSITION “LIFTED ' CaanDs 
09. 12.2 Gunne a cares \\ TAKE ACCORDING TO THE 


together to form a slot. Cards are 


down into other categories of our 
The exposed upper edges 








TOE H BROWN 

407 uTM ST, ROD’ SELECTIONS MADE 
ARDS MAY me &t x Aw red 
‘9 Oo 1@) ie) fe) A DETAIL OR COUNTED 


A STATISTICAL PURPOSES 


18) 

















hia J Fig. 1. Slotted card. 
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~ CONTROLS 





POCKETS 


ELECTRICAL SORTING MACHINE 
AND PUNCHED CARD 





Fig. 
tain details in printed column, fa individual pockets. 
t tically taken, one at a 


to lor non (ards are automa 
time, from the bottom of the pack and 


the sensing mechanism which 
into which they 


he cards used ted past 


nat determines the pockets 


in a large de ‘ deposited. Rollers then carry 


ion. They are to the prope r pockets where 
ice records, hey are stacked The speed ot the sort 


trom I50 to 650 


procedures 


ed to fit a pal ing operation vari 
or a specific pur i per minute 

have a wide Cards are punched from data provided 
documents or from sec 


ds 
| 
and are com in elthner source 
nd statistical ondary documents (transcription sheets) 


an 
iG 


specially designed for the purpose, One 
eard is sufficient, normally, to contan 


he essential facets 


Electrical Equipment wartis ilar record. The design of both 


relating to one 


Mar different stviles ar d designs ol! do uments 1s varied 
al iobs. 


triecally driv rting machines are \ > need 
elves, form in 


elec ey 
commo!l ly ealled pertoration 
punched ecard 1s effaceable or | an he sorted, 


made Ol 


punched cara 
a thin fle ard in which holes are cou v required 
punched determined pos mal ean he me 
tions to repre and letters which anically interpreted ; printed o1 
tner i i yi Lé ‘of the card I necessary. 


Punched cards have a very wide 


i 


I tur may ] ! ‘ 


mtormat« 
ot applhicati although, owing 

ecards, the \ 
! nternal us¢ 


ThHeT ‘ 


HUSINeSS Thev are 


one vertica recording, billing, 
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accounting, statistical. cheekw ritinge, and 


tabulating procedures. 


Ancillary Equipment 


lor hand sorting operations there are 
a number of aneilliary ranging 
from finger stalls for thumbing papers 
and special finger preparations to facili 
tate pape! 


aids, 


handling, to 


jogging devices 


tO ASSISt In keeping hatches of papers 


in alignment. These aids deserve study 
when considering papel! sorting 


ranging activities, 


Design of Forms 


All kinds of paper and ecards are sub 
jects of paper sorting and 
Apart from the initial mail opening and 
sorting deseribed this ar 


ticle and when once this activity has been 


arranging 
elsewhere in 


completed, there are secondary sorting 
and arranging operations within the de 
partments to which the mail has 


In practically all offices some 


been 
delivered. 
arranging will be 
with the 


sorting o7 necessary 


eonnection lating 


forms 
to their work. 
Color, size and design of a document 
play thei part in any sorting operation, 
Usually the initial sorting is based upon 
simple divisio! S aimed 
lar or like 


at grouping simi- 
material. For example, after 
mail has been opened the distinguishing 


features of the incoming material nat 


urally sorts. 
initiated by the 
they he punched 


rect ivable, colle tions, 


lend themselves to simpl 
Documents originally 
whether 


accounts 


company, 
cards, 
backorders, sales returns or order forms, 
if properly designed lend themselves to 


easy sorting by the visual impact their 


(a) Appendicitis. Asthma, Sinus Trouble 

(b) Arthritis, Rheumatism. any deformity or eset 
| (¢) Abnorma! Blood Pressure. Heart Troubie 

@) Cancer, Tumor. Wart, Cyst. Growth 

€) Diabetes, Kidney or Bladder Disorder 

(tf) Goiter, Thyroid, Tuberculosis 
(g) Hemorrhoids, Hernia, Rupture. Rectal Ailments 


h) Varicose Veins. Prostate Disorder 
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colors or designs make upon 
Frequently Sorte: 


forms are 
those 
with unlike 


basis of separating with 


mntor 


lormation 
To wit, in 
the need to ask a 


trom thos¢ 


Insurance Companies 


mation. 
there 1s olten series 
of health questions and obtain trom a 
potential buyer a statement of Tact 1 
health Usually the 


company does not 


matters. 
follow up the 


lating to 


mation provided it is Llavorabie 


exceptions, those containing untavorable 
information, are usually serutinized tur 
ther and put through additional process 
ing stages 

By framing the questions in a 
wav we ¢an at the same time crea 


basis, onee the questions have been at 


swered, tor a visual sorting mechanism 
No real examination of the form 1s nee 
sarv (Fig. 13 illustrates this 


Hlere we are in sorting out 


point ) 
interested 
the forms containin unfavorable r¢ 
We need only glance at the column 


‘no’ al 


Oo 


plies. 
with a full complement Oo 
that a 


tion. One ‘ves’ answer as shown in 


to know form is not the 


13} gives sufficient visual Impact Tor us 


to know that tl form require burtne! 


attention In a imilar way the torm 


can be designed so that all answers must 


swers if the 

If a ‘yes’ 
it sticks out like a sore thumb and 
that the 


further action 


hye “no ani lorm 1 to be 


passed over. answer appeal! 
madi 
cates to the sorter form 1s t 
be sorted out for 

As a 
data 


means by 


identification 


provi 


Sorting an 


rule the 


rene ral 


form ] 


included in a 
which the 
operations may be car 
terial t ol 


nul hye De 


if 
1 fi] 


may col 


address, a serial 


. 
. 
z 
° 


Fits, Epilepsy. Nervous or Menta! Disorder 


~K MRR RR M 


Menstrual Trouble, “Female Disorder 


Gallstones, Kidney or Bladder Stones 
Stomach Trouble, Ulcers. Gall Bladder Trouble 
Impairment of Sight, Speech, Hearing 
) Accidental Injury, Fracture, Sprain, Dislocation 
) Service-Connected Disability 


Any other condition during pest 5 years 





fice, a distributor, a date, a town or 
state, or other information. It may con- 
sist of one or several features required 
in subsequent sorting or arranging. Re 
frain from adding serial numbers and 
other details of this kind unless they are 
necessary to the functional use of the 
1orm. Apart from the increase in cost 
of numbering forms unnecessarily, very 
often numbers required for a particular 
purpose at a later stage are omitted in 
error or mistaken for the serial numbe1 
which is serving no particular purpose 


korms should Ol ly he numbered when 


it is vital to account for valuable records 
individually, by number, or when the 
number identifies a particular document 
for some subsequent operation. 
Organizations frequently cause thei 
own sorting and arranging problems by 
sending out badly designed forms which, 
when returned to them, require sorting 
For example, the billing system of a 
company might provide for the creatior 
of invoices on continuous torms Dy its 
machine accounting unit. The forms 
would then be run through a burster for 
separation, inserted in window env lopes 
and mailed. Suppose the invoice wer 
in duplicate, one copy of which was 
to be returned with the payment. Obvi- 
ously when we received all the dupli- 


ay 


A File-A-Sist filing shelf (above) and a desk 
tray and racks (at right) made by Sengbusch 
Self-Closing Inkstand Co. 
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A C100 Duplex Sort-O-File, made by Asso- 
ciated Industrial Designers, with 100 sub- 
divisions for alphabetic or numeric sorting. 


would have some hand sorting 
problems before we could credit the pay 
ments to the proper accounts. Assum 
ing that the original records used to cre 
ate the notices were punched cards and 
that large numbers of bills were being 


cates we 


Three girls collated 
415 40-page cata- 
logs in an hour at 
Richmond Food 
Stores, Richmond, 
Va., using four 12- 
section Evans Gath- 
ering Racks. Each 
girl averaged 5,520 
sheets an hour. 
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mailed out at frequent intervals, one so 
lution to our sorting problem would be 
to produce the bills on punched cards 
By this means we would have a very 
rapid and efficient machine method of 
arranging or sorting the returned cards. 
By and 
arranging in 


large the bulk of sorting and 
medium and large offices 
occurs with this type ol material. The 
two most noteworthy exceptions are in 
coming correspondence and accounts 
payable. There are, of course, other ex 
ceptions. These present difficult 
handling problems precisely because they 


more 


are issued by other business houses and 
we have no control over their size, styl 
or design. For material which 
ally emanates from and subsequently re 
turns to our own 


Origin 


organization we ar 
in a much more fortunate position. Her 
we can, to a large degree, control our 
sorting difficulties by 
attention to the design of the forms we 
use. 


giving adequate 


Motion Economy 


No matter what kind of paper sorting 
what kind of 
equipment is finally used it is important 


problem is involved or 
to consider motion economy in any sort 


ing procedure, A study ot the problem, 
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The smaller the working area, the fewer the waste motions and chances of error. 


+4 


more otten than not, determines the na 


ture of equipment required and the most 


effective method In general terms the 


basic rules of motion economy in sort 


ing procedures may be listed as follows: 
1. The smaller the 


sorting 


area over which the 
fewer will be 
the wasted motions and opportunities 
for error. The normal working 
should be confined to that in which the 
operator may work without physical 
strain. At all times fhe working situa 
should be Leaning, 
reaching and should 
be minimized, 

2. Workers should be trained and en 
couraged to develop simultaneous move- 
both hands. Where possible, 

should and 
individual paths at one 


work LS done, the 


area 


tion comtortable. 


stretching motions 


ment tor 
the hands complete 
their and the 
same time and the paths taken by the 
hands should he CaS) and 
Jerky should be avoided and 
they can be minimized by the layout ot 
the workmg area 
ing of personnel. 

3. The ayont of the 


start 
éeontinuous. 
motions 
and by 


proper train 


work itself should 


be so arranged that only simple motions 


62 


,inal working area 


are required. Clerks should be trained 


to memorize 


that all 


the layout (or layouts) so 


sorting OL one carried 


type LS 
out in the This reduces the 
and also he Ips lo! 
rapid and efficient sorting. 

4. As a general rule 


move 


same Way. 
error tactor more 
the arms should 
in opposite directions when moy 
The paths ot the 
arms should be, however, as far as pos 
symmetrical. By this opposite 
movement, the clerk will retain better 
physical balance which in itself is an 


ing simultaneously. 


sible, 


important factor in minimizing fatigue. 
5.. All documents, equipment and sup 
ples should be located within the nor 
A supply of staples, 
pins, clips, Seotch tape, envelopes and 
the like, for example, would be perma- 
nently convenient 
All ma 
terials should be so arranged and located 
that the best sequence of may 
be employed in their use. Any move 


ment hecome seml- 


located in the most 


places at a mail opening table. 
motions 


toward them should 
automatic. 
6. In the 


} 


al equipment 


design al I i ot spe 


care taken to 
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NEW. LOW-COST 


Burroughs Director 


ACCOUNTING MACHINE 


So low in price that even small accounting jobs can be mechanized! 
Features include fast front feed, accumulated totals, and automatic 
big-machine advantages. See it right away. Your phone book 


tells you where. Burroughs Corporation, Detroit 32, Michigan. 
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E-Z SORT SYSTEMS 
save time and money 
in every department. . . 


¢ Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 


Purchasing 
Manufacturing 
Inventory 
Sales 

© Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
tation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second $¢., Dept. 22, Sen Francisce 5, Celif. 


Sele Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Ofices te Serve You. 





insure that it is designed so that both 
hands ot the operator are available for 
productive work. Usually it will be 
to provide fixtures 
as opposed to movable fittings in any 


special equipment used. 


found advantageous 


Sorting Sequences 


In every organization the basie docu 
way re 


purchasing, collecting, manu- 


ments or records are in 
lated to 


facturing, 


some 
selling, paying, or to some 
Different titles may be 
given to the records by different organi- 
zations, but in 


form ot service, 
essentials the purpose 
After use, all 
some set ar- 


they serve are the same. 
records are maintained in 
rangement. Some have permanent value, 
others lose their value rapidly and may 
be disposed ol quickly. 
value at all they 


To be of any 
have a proper 
place in a sequence so that they may be 
referred to easily. 


must 


The end sequence, or the indexing and 
filing sequence, of a series of records 
may not be the same as the sequence 
they held during their more active life. 
In the filing stage, however, all records 
should be part of a system. For prac- 
tical purposes, there are only two meth- 
ods for indexing and filing records: al- 
phabetie and numeric. There are, of 
course, several forms of alphabetic and 
numeric systems, such as: 


ALPHABETIC 


1. Alphabetic by last |. 
names, COMPpaNy numeric. 

names, states, coun- 2. Terminal digit. 
ties, districts, or topics. 3. Decimal numeric. 
2. Alphabetic-numeric 4 Numeric coding. 
by last names, com- 5. Duplex numeric. 
pany 


NUMERIC 


Consocutive 


names, states, 
towns, counties, dis- 
tricts, or topics, 

3. Group names al- 
phabetic (grouping 
family names, etc., 
without regard to 
spelling.) 

4. Code group name 
(grouping names with- 
out regard to spell- 
ing.} 


THe Orrice—August, 1955 








Papers go 


from confusion 


to working 


order in 








4, seconds 





If anyone in your office sorts corres- 
pondence, invoices, papers of any kind 


What Sort-O-Mat —Sort-O-Mat speeds sorting time by 


750! Fast, accurate, Sort-O-Mat is the 


Does. It sorts corres- ; 
pondence, freight bills, sorting system that helps your office 
invoices, charge and make a better showing up and down 


credit slips, hold orders ... whizzes the line. YOUR Boss sees a saving in 
ape ; ‘partment. Save 
papers to proper departmen as time and money. Low-cost green help 
can do high-speed sorting. New accu- 


racy takes advantage of invoice dis- 


fime, Saves space. 





How You Can Test Sort- 
O-Mat on Your Own 
Paper Work. The “Y and 


FE” representative in your city 


counts... builds customer respect for 
your firm. DEALERS AND CUSTOMERS 
see better service in filling orders .. 

‘w efficie yilling < ping. 
ell: aici: ‘alain: sama: Senne new efficiency in billing and shipping 
cttth Dine one wok Call Sort-O-Mat cuts confusion in a way 


him now! that puts your office up on top. 


YAWMAN»? FRBE MFG.(O. 100205 


1 Ouality Line 


1020 JAY STREET, ROCHESTER 3, NEW YORK Dependable Dealers | 
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One of the tightest bottlenecks in 

5 even the most modern equipped 

duplicating department is the col- 

xX sfops to lating, assembling or gathering of 

duplicated sheets into sets. Now, 

with the new easy-to-operate 

GREATER EFFICIENCY Thomas Collator, one girl can do 

the work of five—faster, more accu- 

° rately, and with a minimum amount 
in your office see of ee and confusion. 

HERE’S HOW IT’S DONE! 


She quickly loods os many as Her foot releases pedal; Pages are always under in- 
« 10 pages. » sheets move out quickly. « spection; blanks can't slip by. 


Take this sixth step 
"now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Pages are collated; action Releases pedal as she stacks. 
« Starts for next set. « Elapsed time—five seconds. 


Ca ee 


THOMAS COLLATORS, INC., Dept. 8 
50 Church St, New York 7, N.Y 


Thieme 


op ae 


135 Sales and Service Offices 
from Coast to Coast 
Dept. B., 50 Church Street 
New York 7,N. Y. 


MTC. 19 


Please send me details on the Thomas Collator. 


Firm. 


Address... 


City 
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Without going into great detail we 


may say that all alphabetic arrange 
ments are fundamentally the same in 
that they all use the letters of the alpha 
bet in sequence to govern the order of 
the records. Similarly all numeric ar 
rangements use digits to govern the se 
quence of the material whether it be con 
secutive numeric, terminal digit or any 
other form of numerice system. 

Whatever the system used, there are 
two essentials: (1) that it be simple; 
and (2) that it be logical. The divisions 
of » system should be easily under 
stood for speedy and accurate sorting 
and it should be unnecessary to give ex 
planations as to the meanings of the 
division captions. Other teatures of a 
good system are that it should be con 
sistent throughout, direct and economi 
cal to maintain. 

In both arranging papers or records 
for active use and in arranging them 
for reference (their filing order) the 
sorting sequence is very largely deter 
mined by the number of papers involved 
and by the type of equipment we havs 
at our disposal. Obviously it we were 
sorting 2000 pieces of paper into alpha 
betic order with only desk top facilities, 
our main problem would lie in breaking 
up the 2000 pieces into reasonably sized 
groups in the first instance. In this 
event, we might decide to sort the papers 
into five piles on the first letter of the 
filing unit: A-C, D-H, I-M, N-S, T-Z 
We would then sort each of these five 
piles, in turn, into single alphabetic units 
(A, B, C for the first pile, and so on). 
We would then go on to sort each single 
alphabetical unit according to the sec 
ond letter in the filing unit, and so on. 
In this way, we would insure that at 
each stage we were only dealing with 
a small number of papers at any one 
time and our aim would be to continue 
doing so until we were handling groups 
ot only five to ten papers. When the 
groups were this size we would use thé 
fingers of the left hand to represent 
sorting divisions and we would go on 
to put the papers in strict alphabetical 


ESS 
St!) 3 


The Fast-Selling 
File-aid Tray 
That... 


Holds and Carries Papers 
for Filing 
Hooks onto Any File 


Drawer Either Side 





Makes for Neater and 
Faster Filing 


Green or Gray Finish 
20-gauge Steel Body 


TO THE 
DEALER — 


500 blotters 
bearing your 
imprint... 
FREE with 


every dozen order. 


fo 


285 Sengbusch Bldg 
Wis 


Milwaukee 3 





TO EVERY FILING DESK 


ne 
- 





order on the remaining filing units. 
What we have done in effect is this: 


Ist sort: Make 5 groups—400 papers per group. 


2nd sort: Make 25 groups—80 papers per group. (Y and Z being treated together) 


3rd sort: Make 625 groups—approx. 3 papers per group. 


Final sort: 2000 pieces—now in strict alphabetical order. 


{All groups being retained in sorting order throughout.) 


In this particular sequence we could 
have omitted the third sort and worked 
from the groups of 80 papers, putting 
them in strict alphabetical order at this 
stage. There would be ample desk space 
for the purpose. With a larger number 
of papers the third sort would have been 
necessary 

With the same problem and using a 
leaf sorter with say 400 alphabetical di 
visions, we could on the first sort arrive 
at the position in which we had 400 
small groups of five papers each, already 
sorted to the first two letters of the al 
phabet. Each group would then be 
taken, in turn, and sorted on the remain 
ing letters by using the finger division 
With the leat 
sorter we would have handled each piece 
of paper twice; the equivalent of 4000 
Sorting by the desk top 
have 6000 
8000 handling units apart from the dif 


method deseribed above. 


handling units 


method would meant some 


READING FROM LEFT TO RIGHT 


ficulty of controlling the stack of papers 
all the time. With the leaf sorter the 
papers, once in the sorter, are automatic- 
ally controlled. 

All alphabetic sorting problems can 
be caleulated in this way and once the 
size of the routine sorting task has been 
estimated it is easy to decide on the 
proper equipment. If our routine task 
consisted of sorting 1000 pieces daily at 
one operation we would not purchase a 
leaf sorter with than 100 divi- 
sions. Finger sorting with ten pieces of 
paper 1S a very matter. Sorters 
with too large a number of divisions can 
be just as inconvenient as sorters with 
too lew. 

Routine sorting tasks should be done 
at the proper intervals. If this is not 
done and presuming we have the proper 
equipment for the regular 
poning or delaying the job will allow it 
to grow outside the capabilities of our 


more 


" ‘ 
Casy 


sort, post - 


Ist sort: On first and second digits—!0 groups—!00 papers per group. 
(Each group must now be treated separately and kept so by criss-crossing the groups.) 


2nd sort: On third digit—10 groups—!0 papers per group. 
(Each sub-group must be treated separately and kept so by criss-crossing the groups.) 


Final sort: On fourth digit—in complete numerical order 000! to 1000. 


(Finger division sort.) 


READING FROM RIGHT TO LEFT 


Ist sort: On first digit—1!0 groups—!00 papers per group. 
(Stack groups with 9 pile at bottom face up then the 8 pile and so on.) 


2nd sort: On second digit—1!0 groups—100 papers per group. 
(Stack group with 0 pile at bottom face up then the | pile and so on.) 


3rd sort: On third digit—!0 groups—papers now in order 000! to 1000. 
(Stack group with 9 pile at bottom face up then the 8 pile and so on.) 
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equipment. In a small business if we 
were receiving, say, 20 accounts daily it 
would be a simple matter to put them 
in order each day and if necessary to 
merge them with the accounts received 
on preceding days. If, on the other 
hand, we just piled them up in an in- 
tray, at the end of the month we would 
have some 400 accounts to be sorted and 
arranged. The daily systematic approach 
is always to be preferred and then we 
can always find things. 

Similarly there are stages and se 
quences for all forms of numeric sort- 
ing. As with alphabetic material the 
size of the task is all-important. Here 
we cannot consider all forms of nu- 
meric sequences but briefly we will con 
sider serial numeric (often called 
straight numeric or consecutive numeric ) 
and terminal digit arrangements. 

In a serial numeric system the ma 
terial is usually sorted and arranged in 
order by reading the digits from left to 
right although it may be sorted by read 
ing and using the figures from right to 
left. The latter method often can be 
used with advantage if the sorting area 
or equipment is limited as the units may 
always be restacked in one pile with 
out the necessity of criss-crossing units 
As an example of both methods, we will 
consider a table sorting problem consist 
ing of 1000 pieces numbered from 0001 
to 1000, treating each method in turn. 


< 


There are two simple rules to remem 





ber in this form of sorting ope ration: 

1. When sorting to an odd number of 
digits such as the first or third digit 
sort, restack with the 9 pile at the bot 
tom, followed by the 8 pile, then the 
pile and SO On. 

2. When sorting to an even number 
of digits such as the second or fourth 
digit sorts, restack with the 0 pile af 
the bottom face up, onowen by the ] 
pile, then the 2 pile and so on 

The same problem with leaf sorting 
equipment of say 100 divisions (00-99) 
could, of course, be approached in a 


much more simple way. Here we would 


vi a 


CLEARS '* DESK 'o® ACTION! 


This sturdy, attractive new sectional organizer by 
Sengbusch improves desk-top efficiency. Finished in 
smart gray or green baked enamel, the strong, all 
steel Adapto-Rack adds business-like good looks to 
any office 

Here are more reasons why the new Adapto-Rack 
is the most wanted desk organizer available today! 


Rugged, all-steel base will take years of 
hard use 


phe Wire separators of 9 gauge steel easily and 
quickly inserted or removed for complete 
flexibility 


Eight compartments provided: holes in base 
for additional separators if needed 


Ds Clear acetate-covered label holder with white 
stripping for fast identification of file contents, 
Two end wire separators attached 
to base and furnished with large, 

threaded rubber pads to prevent \ 
sliding and marring of desk. Adapto- 
Rack may be lifted by these end 
wires. 
See the complete line of Sengbusch Office Aids known 


the world over for quality. Visit or call your favorite 
Stationery of Office Supply House Today 


Send for an Adapto-Rack To Use in 
Your Office on 30 Days FREE Trial. 


OTHER FAMOUS SENGBUSCH 
6, fice é tssovelinls o, DL Velinvchion 


SELF-CLOSING IMKSTANDS © SAN ENER « HAM 
KLERADESK «© er" SAN TARY “0! TENER © NO-OVER 
CATA-RACK @ FILE | PAY © A 


MOA? . SELF-CLOSING 
INK STAND CO. 


1285 SENGBUSCH BUILDING ° MILWAUKEE 3, WISCONSIN 
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CONSECUTIVE NUMERIC TERMINAL DIGIT 


ORDER IN WHICH NUMBERS ORDER IN WHICH NUMBERS 
ARE READ AND SORTED ARE READ AND SOATED 


FROM LEFT TO RIGHT THUS FROM RIGHT TOLEFT THUS 
> nn ll —_—_—_—————"“~< 
02 39 77 02 39 77 


Fig. 14. Com 4 
parison of nu- t PRIMARY GROUPS 
meric and termi- 
nal digit sorting eee SECONDARY GROUPS es 
sequences. 

; ft TERTIARY GROUPS — 


sort straight away on the first two digits ing from the right). These groups may 





(after excluding the one sheet numbered be known as primary, secondary and te1 
1000) and then finger sort our 100 — tiary groups in the order deseribed. The 
vroups, in turn, into their final orde1 number of digits used in each group 
A terminal digit filing system is a nu varies and is determined by the range 
merical system in which the material to of the series of numbers to be sorted, 
he filed is assembled first by the final two arranged or filed. The secondary and 
then by the second two digits tertiary groups are always of two digit 


and finally by the third two digits (read but the primary group may consist ol 


Qjiil: f © Now! 
Piel 


4-WAY SORTER | _puseeR = HANDLE 
PAPERS 
of office papers prep- re & MESSY FASTER 


For sorting all kinds ey eee NO 


aratory to final filing lo 
or posting. Can be p> SPONGES! 
used in four different y with amazing 


ways — one side has 
aca all RTKWIK 
leaves the other side, f 


month! and numeri- 
cal. , eer Greaseless . . . Stainless . . . Convenient 

: , Creates tacky film on fingers ...makes 
sue Carter Se atte 8 ¢ Rack ts paper handling easier, faster, cleaner. 


wide and light-weight, : 
made of hammertone available At your stationer or send $1.00 for TRIAL 


finished oluminum with any OFFER of two full size containers . .. 
spring aluminum alloy Sorter 
leaves and rubber feet to a desk TODAY! 
STYLE SIZE LENGTH WEIGHT 
L -3! Letters 28°" 24 o1 
C-31 Cards, Checks 25"' 18 oz 
C-21 Checks 16" 12 o7. 
if your dealer doesn't have the Amfile Sorter in 
stock, send his name and we'll see that you are 
supplied promptly. 
Write for Illustrated circular 
Systems rr 
AMBERG FILE & INDEX CO. Sorting LEE PRODUCTS CO. 


scot On 5 gg Ft Service 2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN 
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Let's Talllk 















A manufacturer of high-precision parts, growing fast, had trouble get- 
ting quick reports for “efficiency rating of labor expense.” Manage- 
ment wanted to know —in a hurry — answers to questions like these: 
What is labor cost for each job? How should labor expense be dis- 
tributed? How is each department performing against standards? The 
company got real results from a new system that uses, among other 
innovations, the new Moore form called “Speediflo.” 












job information. It’s the 
handled by the worker. the 
and the timekeeper. 


only card 


The Old System 


, supervisor 
Formerly time cards and job cards I 


were handled separately, and were 


2D 


under separate con- The timekeeper distributes the cards 
trol. 


hand-posted 


The timekeeper 





every morning to the employees. The 
employees “ring in” and, as they work, 


fill in job information on the reverse 


produc - 
tion figures. The work- 


ers handled individ- of the card. When leaving they “ring 


ual cards for every job 





they worked on: they 


also made certain cal 


out” on the card. A supervisor collects 
the cards and the timekeeper readies 
them 





by adding facts and making 
computations 











174 ; 
culations that man- - for tabulating. 


agement reports were based on. There Punched card facilities 


have expanded considerably. They in- 
clude 43 key punches, 13 electronic 
calculators and also a Moore Waterfall 
decollator. 2 


Tabulating: 
was considerable duplication and no 


positive tie-in between payroll and 
labor distribution. 


Moore detachers and a 
The New System 
Star performers are a combination 
Time Card and Job Card. A Daily 
Efficiency Report is run off on the 
Moore Speediflo forms. 


check imprinter. 


















A single card contains the time 


record for payroll and, on the reverse, 





The Report is run off on the 3-part 
Moore Speediflo. 
for 


produced in the forms industry. 


The form is engi- 


neered the closest tolerance evet 


It’s 





are 


LOPS 


able to handle an enormous amount of 
information fast. There are 54 vertical 
An IBM 407 prints a line 


for each job per employee, and total 


rules on it. 


department figures are printed after 


the last man. 


The Daily Efficiency Report gives 
management the summary of informa- 
true labor costs (for 


tion it wants: 


estimating future orders): a tie-in be- 
tween payroll and labor distribution: 
an evaluation of employee production 


efliciency. 


Dec ollating has been speeded up to 
a rate never achieved before. with the 
new Moore Waterfall decollator. Part 
| is acontrol for the supervisor: Part 2 
is a guide for time studies (never avail- 
able until now): Part 3 is a labor 
expense control. used by the Budget 
Co-ordinator. 


Savings and Gains 


Management has complete control over 


its labor statistics. Rates can now be 


established with true accuracy. Spec- 


tacular results were realized in savings: 


f-------- 


\ ame 
Company 


Street 


timekeeping hours were reduced 528 
hours a day: forms. reduced from 5 to 
1. saved $100,000 a year on costs: in 
decollating. & man-hours a day were 


If you'd like to read the 


complete story on. this 


saved, etc. 
installation, 
write Moore Business Forms. or fill out 
the coupon and mail it to the Moore 


ollice nearest you. 


Speediflo with new narrow carbon 


A revolution in forms is this 
Moore ‘first.” Control margins 
do not clog or jam during fast 
tab runs, flow is uninterrupted. 
Parts do not creep or skid. One 
big user gets results, saves 
$8300 a month on form costs. 


MOORE BUSINESS FORMS, INC., Dept. 0-3 
Niagara Falls, N. Y., Denton, Tex., Emeryville, Calif. 


Please send me details of the system outlined 


Title 








introducing 


EFFORTLESS 
COLLATING 
NEW 


with the 


/E[O)k [kL AIM ALTIUS; 
Electric Collator 


Collate without effort — without 
fatigue. Collate as fast as you dup- 
licate WITH THE NEW COLLA- 
MATIC — the electric collator de- 
signed specifically for the modern 
office. 

Think of it, an electric collator 
that will cut labor costs in half 
actually pay for itself. An office 
machine that everyone will love 
to operate. 

Touch the automatic starter and 
the sheets are advanced for inspec- 
tion. Touch it again and collate. 
Just touch and collate; that’s all. 

Lots of other features too! Each 
bin will hold more than a full ream 
of paper. Scientifically designed 
stapling and stacking bin insures 
uninterrupted work flow. Positive 
feed, MAGICFEED rollers feed 
right down to the last sheet. Priced 
to sell for LESS than most mechan- 
ical collators. 

Be first to have “EFFORTLESS 

Model “800” COLLATING” in your office. Write 
CONSOLE for brochure and the name of your 
nearest distributor 


["] Wd like a demonstration of the New Collamatic. —~ ee  — as 
COL LAMA T/C) 


[_] Please forward additional information. ——— Ninn a * 
Name Title Wayne, New Jersey 
Firm MOuntain View 8-2900 
Street 
THE ELECTRIC COLLATOR 
City FOR THE MODERN OFFICE 
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either one or two digits. In many cases 
(relatively small systems) the tertiary 
group is not required. 

Usually in sorting for terminal digit 
purposes the first sorting would be into 
100 groups representing a breakdown 
ot the final two digits (00 00 00). The 
next sort would then be on the middle 
two digits (00 00 00) and the final sort 
would be on the first two digits 
(00 00 00) in any six-figure arrange- 
ment. Leaf sorters with 100 divisions 
are ideal for sorting material into ter 
minal digit sequence. 

The sorting. sequence of any numeric 
system 1s largely determined by the num 
ber of papers involved in the job, by 
the type of equipment available and by 
the divisions and groupings within the 
numeric system itself. 

A comparison of the sorting sequences 
normally applicable to consecutive nu 
mene and terminal digit arrangements 
are shown diagrammatically in Fig. 14. 
Sorting sequences relating to needle 
sorted cards and punched cards are 
shown in Figs. 16 and 15. 

If the flow of work in an organiza 
tion has been properly studied and o1 
ganized it should move forward by stages 
so that each stage, so far as sorting pro 
cedures are coneerned, makes the work 
more complete. It should seldom be nee 


essary to create a set order in a series 


Punching McBee Keysort labor tickets at 
Wartburg Press, Columbus, Ohio, publishing 
division of the American Lutheran Church. 
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Evans DESK 
ORGANIZER 


Complete With 
8 Dividers 


“i ase 


$3.75 


apse i 
GREASELESS | ie 

ODORLESS a 

STAINLESS “NU 


- LING 


50% | Finger-tip Moistener 


Carton of 12 Boxes 


IF YOUR DEALER DOES 
NOT YET HAVE THESE— 


Wrile ANS SPECIALTY CO., INC. 
1803 E. Grace St., Richmond 23, Va. 











there’s a 


new look 


rol ofo lt | 


MES) WAUSAU IMPRESSION PAPERS 








Lithograph—small jobs or large, 
lint-free, long runs or short. 





That brighter, whiter look . makes WAUSAU 
IMPRESSION PAPERS more desirable than ever! 


There’s a WAUSAU IMPRESSION PAPER for each of 
the three major processes . . . Wausau Bond, Exact —S— 
Bond, Wausau Ledger and Wausau Opaque for litho- Stencil Duplicating—quick-dry- 
graph; Wausau Mimeo Bond and Exact Mimeo Bond ae 

for stencil duplicating; Wausau Duplicator and Exact 
Duplicator for spirit or gelatin process 


WAUSAU IMPRESSION PAPERS are made of highest 
grade virgin fibre and are crafted to highest paper- 
making standards. They are accepted as key produc- 
tion papers because of their uniform quality, brightness 
and ability to accept ink readily and evenly. A wide 
range of attractive colors is also available. 























Spirit or Gelatin Process—low- 
cost, clear, sharp copies. 


The complete Wausau Impression Paper line is avail- Our 56th Year 
able nationally through authorized distributors and 
stationers. 


WAUSAU PAPER MILLS CO. 


General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Artisans of 
Mills at BROKAW, WISCONSIN ; 
Member—Wisconsin Paper Group Fihe Papers 
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of papers, then to break the order and 
reassemble them in a different form for 
another purpose and then again to break 
the order and re-arrange the material 
in original form. This frequently 
liappens and, more often than not, it 1s 
To an illustration 
with incoming correspondence, it might 


its 


unnecessary. give 
he necessary to pull folders correspond 
ing in number or name to the individual 
letters received either directly or through 
the medium of a index. 
Whether or not the correspoude nee filing 
svstem is voluminous, it Is customary to 
arrange the incoming similar 
order to that of the filing system so that 
the elerk only needs to go through the 
system in sequence once to obtain all the 
folders. When some order has 
heen obtained ot is advan 
thereatter for the correspon 
dealt with in that 
This naturally aids the subsequent re 
filing of the folders this 
arises. It is, of course, not always pos 
sible to retain continuous sequences of 
this kind. Sometimes certain letters re 
quire special treatment and involve fur 
ther handling. 
moved trom the sequence, still allowing 


rererence 


mail ina 


Hecessa ry 
necessity, it 
tageous 

dence to 


be order 


when 


stage 


These cases can be re 
the main flow of the correspondence to 
retain its order. Not only do we vet the 
advantage of a quicker refiling pro 
CARD FIELD FOR NUMBER 
6 DIGITS 
A— ---—__, 
CARD COLUMN 
NUMBERS 


62 | 63 | 64| 65 | 


FIRST SORT 





SECOND SORT 








THIRD SORT 





FOURTH SORT 


a FIFTH SORT 
ae SIXTH SORT 


60 | 61 | 62 | 63 | 64] 65 | 


Fig. 15. Terminal digit sorting sequence of 
punched cards. 
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COLUMN NUMBERS 


| MAIL HANDLING EQUIPMENT 


CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends con- 
gestion, handles larger quantities of 
mail in less time. Used in the majority 
of U. S. Post Offices, and in leading 
firms, universities and institutions. It’s 
the answer to your need for fast, effi- 
cient mail handling! 


Size and capacity to 
meet your requirements 


COUPON 
NOW! 


(Dept. 
The American Hardware Corporation 


Hornell, N. Y. 

Send illustrated literature and prices on 
Corbin Mail Room and Collating Equip- 
ment and related products. 


NAME 
FIRM 











L 





00Ul000 clo VU 
4a 2 > 117 
7 1000'S 


(| 7 | 4 { 
’s | 0005 | woos | 





TENS 





Fig. 16. Numerical coding sequence used with needle sorted cards. 
Notches above represent the number 258,063 and the word ''female.’ 


cedure but we are enabled to locate any Future Possibilities 
folder more easily while it is in its active 
stage should the occasion arise. Back 
tracking is to be avoided in all work and 
sorting and arranging activities are no 


There are strong possibilities that, in 
the near future, large scale paper sort 
ing problems will be dealt with by 
purely mechanical means. Character 
exception. ' : 

sensing machines offer promising pos 
sibilities in this direction. Such ma 
chines are capable of actuating other 


lots of —) |: ao Sle way Man tek Se 


national standard sizes for checks, in 


voices, letters and the like. It may even 

but only WE lead us to put the same sort of thing 
in the same places on our relative pieces 

2 of paper. However, this may not be 

quite as necessary as standardization for 

probably would be. Sensing ma 


SIZ 
VERT-A- SORT chines have only one detect they can 
not read handwriting. But then, when 
j \ xamine some of the documents in 


YA flice, neither can we! 


, the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having lorge or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no motter 
what sorting methods were used before! 


.. made in a variety 
of sizes, all of which 


“7, can be indexed to suit 
Tiklhaas your needs. ™ 
VERT-A-SORT Built for years of 


efficient use! 


for Complete Details 


ETTERHEAD 


PIN THIS AD TO YOUR L 


and _ -¥ electronic character recognition equipment at 
HE COMPANY the First National City Bank of New York. 
T 8012 S. CHICAGO AVE It reads printed numbers on checks at the 
CHICAGO 17, ILLINOIS rate of 7200 an hour and punches them on 


cards. 


Marie Palermo demonstrates Burroughs Corp. 
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Be Better Satisfied 








Library Shelving .. Wrap Racks 


LIBRARY SHELVING 


with sliding shelves 


ann 
ball! 


..and the sliding shelves are adjustable without bolting 


%"’ vertical adjustment. Depth of shelves 9'4 Units are 


available in 3 heights — 42’, 84’, 90’.— 36” wide outside 
single or double-faced, with open or closed backs open 


5 
We 


| 


\ 
‘ 


i 


units have corner bracing — there are no unsightly cross-sway 


3 


braces. Write us today for the name of your nearest dealer 
so you can go and see this outstanding value yourself. May 
we send you one of our Steel Furniture Catalogs? 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK aint KALAMAZOO, MICHIGAN 
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Cursing < slue Streak won't ,usil Papers especialls 
ire the cu that mess p adapted to office duplicating 
duplicating 


paper will 


perform better 


better witl learer 
A paper that lays flat 


stays flat requires a little more 
effort to make, but it pays off in Available in cut sizes in Atlantic 
r, trouble-free performance Mimeo Bond, Atlantic Bond 
type of office duplicating and Atlantic Duplicator — all 

with a wide variety of attention 

compelling colors—and Atlantu 

Opaque in brilliant white. Writ 


pressions every timé 


yaper or phone for sample packets or 


1 
> OF sneets 


EastTta® 


ATLANTIC BOND Pinas PAPER 


MADE BY EASTERN CORPORATION «+ BANGOR, MAINE 
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A Test for Honesty 
(Continued from page 19) 

this 

in- 


is ever warranted, and signing 
agreement constitutes a powerful 
ducement to remain above suspicion. 

3iographical information given on the 
Reid Report will be retained by the 
company using the service, Mr. Reid 
said. The confidential section of key 
questions will remain with his firm after 
a recommendation has been made as to 
the trustworthiness of the potential em- 
ployee. 

Mr. Reid, who in his work for busi- 
ness firms and law has per- 
sonally examined more than 15,000 per- 
sons, said many companies refrain from 
reporting acts of employee dishonesty 
to the police because they feel unfavor- 
able publicity results from prosecution. 
His firm’s experience shows that ac 


agencies 


counting methods and various kinds of | 


employee supervision cannot alone cope 
with white collar crime. “There is only 
one certain way to eliminate the pos 
sibility of embezzlement and theft of 
goods,” he stated. “That is to elimi 
nate the laxity with which both large 
and small firms hire persons for posi- 
tions of trust. This laxity brings lie 
detection firms much of their business 
but we are called upon after the horse 
is out of the barn. I believe in lock- 
ing the barn door before the horse is 
stolen.” 


“First I suggest we organize an 
office squash tournament.” 
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* have you 
2 looked here... 


=, in your search 
for “office efficiency”? 


supply your 
typists with 


Pres7o-line 


WORLD'S ¥ FINEST 
COPYHOLDER 


and watch 
typing 
costs Zo ” 
down! 


The fact that Pres-To-Line Copyholders are 
now being used by most of the nation’s 
largest commercial and industrial organi 
zations, as well as by many Gov't agencies, 
is an indication of the role these amazing 
machines play in modern office efficiency 
Time and motion studies prove that Pres-To 
Line improves typing speed and efficiency 
up to 50%, resulting in an average saving 
of 23% of typing costs! 


PRES-TO-LINE is the only fully adjustable 
copyholder in the world holds flat 
sheets or bulky material . . . actually earns 
its own cost and continues to save after it 
pays for itself. 


PRES -TO-LINE CORP. OF AMERICA 


2339 Cotner Avenue, 

Los Angeles, California 

Please send me complete Pres-To 
Line Literature and name of local 
distributor. 


Name 


Office Address 








City 





State 








ie oe a 
coupon 
for 
executives 


who never 
send in 
coupons 





Mee Ae ee ae 


Royal Typewriter Co., Dept. O-3 
2 Park Ave., New York 16, N. Y. 


Please send: 


A free folder illustrating the 
Royal Standard in color. 


A Royal Representative to demonstrate the new 
Royal Standard with no obligation. 





Company — 





Street__ 





Name____ iiaacioainas | 


City & Zone 


seca ete nll ee ete le ae een om cone: cee ence 


The piece of paper immediately above this type may well 
change your office from one that looks ordinary to a colorful, 
cheerful, pleasant-looking place in which to work. 


It will bring you a free folder which shows you the famous 
Royal Standard Typewriter in some of its new colors. 


The folder describes in words and pictures, much better 
than we can do here, just how beautiful the famous Royal 
Standard now is. It shows how you can mix beauty with 
practicability in the modern office. 


It takes less than a minute to fill in the coupon. It will 
take only a few minutes to look through the folder. 


You should have this free folder. 


Why not send in the coupon now? There is no obligation. 


CY, ® 
<CTRIC » PORTABLE + STANDARD + ROYTYPE® BUSINESS SUPPLIES 


Royal Typewriter Company, a division of Royal McBee Corporation 
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from a 
” Profit Trap 





Count BOTH and 1,001 
* 
Other Items with Compoctly set up on stands in tiers, the Vory Tally 
can be supplied in any of 66 combinations, 


vp to 6 bonks high ond | 2 units wide with o 
VARY TALLY —e 


- e @ Easily Readable Units Can be Rotated 
Multiple-Unit Reset Counter from Any Angle like Tires on a Car, to 
told figures Always Distribute Wear 
Centered in Window Evenly 


No Glare 





To know WHICH products, styles, sizes or fla- 
vors are “hot”? and WHICH are dragging their @ Individual Tag 
feet COUNT! Whether you are a manufac @ Easily Portable Above Each Counter 
turer or merchant, distributor or dealer Vary- Window Not Strip 
Tallies can tell you quickly How Many of What © AS Paste Conmecion sue 

Where and When Now as against Last Year 
Last Month or Yesterday. Traffic engineers, esti 


Resistant 

@ Veeder-Root Qual 
@ Separate Counting ity in Every Part 
mators, laboratories, warehouses, offices, restau 
rants, mail and phone order departments, payroll 
people and many others find keeping score is no 


chore with a Vary-Tally. What do you want 


to count? Write for news sheet and prices 2) VEED t R- RO OT | N C 


HARTFORD 2, CONNECTICUT 











Chicego 6, itt . S ° Greenville, 5S. € . Montreal 2, Conede . Dundee, Scotland 
Offices ond Agents in Principal Cities 
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The famous calculating apparatus of Gott- 
fried Wilhelm Frh. v. Leibniz of 1672. Original 
is in the National Library, Hannover, Germany. 


Catalog Traces 
Calculator History 


COMPLETE historic record of the 
development of calculating ma- 
chines and equipment is contained 

a new four-volume catalog describing 
he exhibits at the Brunsviga Museum 


Forerunner of modern calculating machines, 
the Thomas Arithmometer of Charles Xavier 
Thomas, Colmar, France, 1858. 


Dorr E. Felt's Comptometer of 1887. 
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$240 Kodak 
Verifax Copier saves 
$3,000 per year 


This completely 
different copier 
lets Sligo, Inc., 
St. Louis, answer 
quotations with- 
out retyping. 


Sligo simply 
fills in prices 
on the quo 
tation form 
3 copies in 1 minute for less than 4¢ each 
a prospect 
Then—in a minute—gets 3 
Verifax copies for its general office file, 
sales department, and the salesman in- 
volved. 


sends in. 


This eliminates hours of retyping and 
proofreading every day . . . saves more 
than the $240 cost of a Verifax Copier 
every month. 

Learn why thousands of offices call a 
Verifax Copier indispensable . . 
the ways you can save. 


« SCE all 


—-—MAIL COUPON TODAY~——— 


Eastman Kodak Company 
Business Photo Methods Div. 
Rochester 4, N. Y. 


Please send detailed facts on Verifax « oOpy 

ing and names of near-by Verifax dealers. 
R-213 

Name 





Company 





Street 





City a 


Price quoted is subject to 
rhange witt 








INCREASE EFFICIENCY 
with 
VENTILATED COMFORT 


Eliminate the “breaks” 
Better Seating Pays 
for Itself 


Posture Swivel 


6 adjustments 

spring tension bock 

wide seat 

Stenos say 

"Twice as Comfortable’’ 
P.A.'s say 

“Holf as Expensive'’ 


~~ ~ 
9 Ps33A 
SARAN webbing 


for 
100% circulation of 
air 
* Let your body breathe. 


© Comfort 
© Quality 
© Low Maintenance 


© Low Cost 


ES45A 
Equal to the best. 
Priced with the cheapest. 


COMFORT EXCEEDING EITHER 
Ask your dealer for free trial 


PRECISION MFG. CO. 


831 CHICAGO AVE., EVANSTON, ILLINOIS 











of Caleulating Machines in Braunsch 
welg, Germany, where is housed the 
largest and most complete collection of 
calculating equipment in the world. The 
museum, sponsored by Brunsviga Ma 
chine Works, one of Kurope’s large 
manufacturers of calculating machines, 
was started in 1912 by Dr. E. H. Franz 
Trinks in order to study all the 
mechanisms and systems in existence 
for the improvement and development 


ol calculators 


- 
A oe i) 


The 1892 lever calculator of Willgodt T. Odh 


ner, St. Petersburg, Russia. 


Man’s early attempts at mechanical 
calculation are represented by repro 
duections of the early machines of P: 
cal and Leibniz, and the “rods” 
“hones” of Lord Napier, as well as 
Chinese swan pans, Japanese sorobans 
and Russian stchotys. Five different 
models of the famous Thomas Arith 
mometer, dating from 1858 to 1885, are 
on exhibit as part of the collection. The 
machines and devices cover the entire 
history of caleulating machines and 
number over 500 individual items. In 
ventions of J. H. Muller, A. Burkhardt 
J. C. Schuster, W. T. Odhner, Frank S 
Baldwin, Dorr E. Felt and Willian 
Seward Burroughs are among the ex 
hibits of interest 

The catalog is in German and full 
illustrated with a complete technical d 
scription of each machine. Plans ai 
drawings for many of these early n 
chines have been reproduced and a 
included in the illustrative materi 
Karly models of the Sholes and Glide 
typewriter of 1874 and the Hall ty 
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No matter if in Africa or on Manhattan 
=— you will recognize a Member of -the 
BMM Club at once, because of his happy 
smile and brilliant intelligence. He cer- 
tainly knows how to make money, and he 
is the pride of the Big Money-Makers’ 
Club, thanks to his set of Facit Calculators. 
He can always give the right answer during 
a long-distance call, simply by using his 
silent and elegant Facit ESA-O. It’s as 


4 


Are YOU a Member of the BMM Club? 
If not — join it now! 


small as the telephone and so simple to 
handle that his youngest office-boy could 
learn to be a calculating expert within fif- 
teen minutes. It’s all because of the world- 
famous Facit 10-key system, permitting 
you to calculate with one hand and make 
notes with the other. Ask for our illus- 
trated brochure FB 24 and find out what 
Facit can do to make yur office more 
efficient! 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


04 Fourth Ave., New York (6, N. Y. © 114 Sansome St., San Francisco 4, Calif. 
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are a, ia 


That's why — for just about any 
job in plant or office — value- 
minded purchasing agents choose 
@ particular pencil from among 


famous Dixon 


TICONDEROGA 


and company 


the finest family of specialists in 
all pencil-dom 


Dixon TICONDEROGA — For gen- 
erations, the favorite of executive, 
secretary, and just about evory- 
one who demands a fine pencil. 
Its value is in its quality. 

Dixon THINEX — Slim and strong 
— it stands up! Particularly good 
for bookkeeping and precise 
color work. 

Dixon ENDURO — Movable mouth- 
piece takes any size pencil and 
sharpens it quickly, smoothly, 
easily, 

Most pencils of TICONDEROGA 
and company have special 
LEADFAST™ construction to help 
prevent wasteful breaking and 
splintering. Choose specific pen- 
cils for specific jobs. Order 
TICONDEROGA and company 
today from your siationer. 


Pencil Sales Division 228-J-8 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Jersey City 3, N. J. 


| complete 





The hand operated Brunsviga calculator of 
1893. 


Bruns- 
Adler typewriter of 
1900 and one of the first Elliott-Fisher 
machines, of 1910, provide an interest- 
ing comparison to present-day models. 

Modern firms such as Burroughs, 
Brunsviga, Felt & Tarrant, Hamann, 
Marchant, Mercedes, Monroe, Odhner, 
Remington Rand and many others are 
each represented by a number of caleu- 
lator models produced during their long 
history. Much credit is due Brunsviga 
for cataloging so exhaustively this, very 
history for 


writer of 1880 are also in the 
viga Museum. An 


caleulating machine 
the reeord. 

Copies of the catalog have been do- 
nated by Brunsviga to the Rocketeller 
and Carnegie Institutes, as well as to 
the Deutsches Museum of Munich and 
the Eeonomiec Museum in Duesseldorf. 
A set is now in the custody of THE 
Orrick Magazine and may be examined 
by those interested at the offices of the 
publishers, 232 Madison Ave., New 


Y ork. 


The Millionaire calculator of Hans W. Eg 
A. G., Zurich, Switzerland, 1895 
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Does the job 
nobody likes 


(and at big savings! ) 
The job in an office nobody likes is the 


tedious chore of folding the form letters, 


bulletins, mail enclosures, etc., that have to 
many 


A Pitney-Bowes 


Save 


busy day! 
model FH Folding Machine will do the work 


be sent out. And usually at the end of a 
But why have your skilled office workers 


pay for itself very quickly. 


waste time this way 


more than five times faster 
payroll hours 
And it costs less than a typewriter! 
With semi-automatic feed and electrically 
driven, the FH is easy for anyone to 
use. (Automatic feed optional at slight 
extra cost). It takes only a few seconds 
to set the FH for any job; simply 
move two knobs to adjust for any 
desired fold. As easy as tuning your TV! 
It can make two folds at once: 
double-fold 82x11 sheets up to 5,000 
per hour; make eight different folds in 
sheets from 3x3 up to 82x14 inches, of 
many different paper weights and finishes; 
and even folds sheets when stapled together 
Precision built, sturdy but light in 
weight, the FH can easily be carried from 
place to place, takes up little space. 
Call the Pitney-Bowes office listed in 


your ‘phone book for a demonstration. Or 
send the coupon for free illustrated booklet 


The FH 
costs less 
than a typewriter! 
See Sees eS SS Sew e = 

PItNEY-BowEes, IN« | 
3406 Walnut St | 

! 


Fully automati« 


model FM 


Stamford, Conn 
Send free booklet on Folding Machine to 
BY 


~ 
i 
‘ 
i 
I 
I 
| Name 
I 
LS 


folds up to 19,000 
sheets per hour 
Addres 


PITNEY-BOWES 
, , 
= Folding Machines 
Made by Pitney-Bowes, In originator 
94 branch offices, 
and Canada 


of the postage meter 
with service in 259 cities in U.S 
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LEAF SORTER 
an & Erbe Mfg. Co., 1020 
St.. Rochester . N. Y., makes 
Mats in sizes for : papers fron 
coupons up to { : 14 Untrained 
ROU 


Jay 
Sort-O 


small 


sort at the rate of 


operators Can 


papers per hour, an average of 414 


handled. 
sort 


for each paper Experi 


onas 


enced operators can 1500 or more 


an hour. Standard guides pro 


for alphabetic, alpha-numeric, 
monthly, daily and geographic 


blank 


subject 


numeric, 


There are nsertable tabs for spt 
two-letter 
often cut 


Steel dividers ex 


sorts, also for 


cial 
which 


and four-letter sorts 


sorting time in half. 
slightly as each paper is added. 
| 


spaced at 


pand 
Guides are uniformly 
Manual 


1] , BT ath 
Illustrated literature 


conclu 


sion of sort. adjustments are 


unnecessary. from 


above address. 


BRUSH STENCIL 
Gestetner Duplicator Corp., Dept. 84, 
50 McLean Ave., Yonkers 5, N. Y., makes 
a Brush Duplicating Stencil which can 
be cut or prepared with a special artist’s 
brush instead of a stylus. Lettering or 


90 


stencil’s 
stencil is 


on the 


brushed onto the 
after blotting, the 


irawihy is Simp y 


surface and, 


ready tor 


immediate running 


duplicator. Ruled lines in 4’ 


squares are printed on the stencil to 
facilitate layout. The stencil is ideal for 
preparing small posters, signs, etc. Com 


plete information from above address, 


AIR CONDITIONERS 

General Motors Corp., 
added 10 
conditioners to the 


Frigidaire Div., 
Dayton 1, Ohio, have 
ton self-contained air 
Master-matic line. Each model has a twin 
more 


and 15 


which provides a 


cooling SV stem 


control of the temperature ane 


versatile 
humidity by the user. One of the system 
warm weather 


ean be operated during 


rate automatie 


but both syst« ms will ope! 
ally during periods of extreme heat an 
This featur 
both 


reducing operating 


humidity. twin-cooling 
under-cooling and ove 


costs. Th 


eliminates 
cooling, 
blower section at the top of the cabin 
that the conditions 
the front, bac 
installati 


work 


ean be adjusted Sg 
air may be discharged to 
This helps simplify 
into existing duct 


~ 


or top. 


and tying 
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remote installation is desired, compressor retary produces copies in four seconds 

section can be separated from the cool- from transparent or opaque originals. 

ing section. For year-round service, steam There are no liquids, negatives or master 

heating coils are available. Overall di- copies involved. It copies in one step 
direct from the original regardless of the 
lighting conditions and can be operated 
after a few minutes instruction. 


CASH REGISTER 
Clary Corp., Dept. O75, San Gabriel, 
Calif., makes the Change-o-matie Model 
304.42 Cash Register which provides cus 
tomer and merchant with printed records 
of the entire transaction. In a typical 


mensions of both models including ae 
cessory hood: 93%” high, 67” wide, 
2914” deep. Frigidaire also manufactures 


» 


3,5 and 7% ton models, 


COPYING PAPER 
Duplicating Products Div., Minnesota 
Mining & Mfg. Co., Dept. TF-08, St. 


Paul 6, Minn., announces a heavier, 18 


BER BEBE EH uu 
HEE eoeoOReeb 


lb., copying paper for its Secretary 


store transaction, the register prints 
clerk (or department) identification, item 
amounts, a sub-total, sales tax, refund 
amounts, total, amount tendered by cus 
tomer and amount of change due cus 
tomer. The Change-o-matie is pr 
$479.50. 


HAND LETTERED STYLES 


Filmotype Corp., 60 W. Superior St., 
Chicago 10, IIL, offers a convenient refer 
ence folder of the all-inclusive hand-let 

opying Machine. This results in easier tering selection for composition with the 


mandling, and is available in green, yel Filmotype photo-lettering machine. This 
ow, pink and the standard neutral shade, Letter Styles Index contains over 27/ 


mie 
or offices and plants which use color styles of modern, popular hand-lettering 


oding filing systems. The desk-size Sec styles, 100 of them just released. The 
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Letter Styles Index 
for ready comparis and classifies 
alphabets in 


and 


ecially designed 
the 
visions of weight 


n two col- 


cards, en\ 
with your 


condens 


and has ad¢ 


litional plastic pockets to hold 
clopes, 


Available 
the 


stamps, etc. 


on 


name gold 


tan ped 


spounapuaeataten SINK 





Mastercraf 
y lax 
room aevt 


advantag 


V wate Fromnl Vd (= 
ad Drawn to SELL! 


mrt 
saute 4/ 
WU on 


S Weres Gone @ 


11’ 


free from above 


upon req 


DESK PORTFOLIO 
11 White St., New 
indy desk org 


dark blue 


York 
ranizer Ideal 


simulated 


ustrated 


or ATF 


where 


, un 


209 Elmora 
the ATF 
perature dar] 
ing all the 

controlled 
24” sta 
temperature 
within 


Founders, 
makes 


inless 
tant 


temperature 


ttractive 
Tor 
with 


spac 
Made 
for 


supp es 
loea 
than 


and film de 


reir 


cold 


gerating unit 
water gets armer 
for platemaking 
it is 98” long, 34144” wide and 

110 volt, 
literature n this 


iset eq 


60 eycle 
and 
from 


juipment s free 


address 


eee & CARBON CATALOG 


Rochester 


Green|] 
ae 3 
bound 


leather, 
orderly, 


neat and 


and act eorres 


pondence when traveling 
to hold normal 8% 


” 


comb with 


9%, 


92 


whicl 


ov 


Ri bbon & ( 
12, 


arbon Co., 
Rochester 3, 
page, plastic 
he properties 

carbon 
sold through deal 
f of the 


specil 
manufactur 


papers 


ications 
tains 
nteresting and 

their 


log ‘on Ins a 


sales- 
plastic 


new pages can be in- 
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serted into the plastic binding. Dealers the Grand otal Key. Mac hine’s features 


can obtain a copy from the above ad nelude direct subtraction and automatic 
dress. stepover for simplified multipheation. 


Eastern Corp., Bangor, Me., manufac- 
turers of Atlantic Bond and other busi- 


; 


lotals, sub-totals and grand total prir 


n red with different identifying symbols 


ness papers, has produced an attractiy 
and useful memo box which is availabl 


through paper merchants who carry 


Atlantic line of papers. Measuring 414” 


oar 2 the box is finishe 
ange suggestive of 


wrapper and contai 


There is a correction key, non-add key 
and paper release lever; single and double 
spacing on tape Keyboard capacity is 
YO DOG GOO OO: regis Thay ty, 999.999 
GOO U9 In 
[illustrated 


from abo 


CLOTHES RACKS 
Peterson Co., 1121 West 
makes the S 
Hat Racks 
Refills will be available without charge 
through Eastern merchants. As an added 
convenience for paper users the name, ad 
dress and telephone number of the local 
paper merchant carrying the Eastern lines 
is shown on the top of the box. Initial 
response to the first samples produced 
was so great that the company had to 


increase the quantity ordered many t 


over original estimates. 


FIGURING MACHINE 
\ddo Machine Co., 145 West 57th St., 
New Y ork 19, N. Y., announces the 
Model] 241E Addo-X Grand Total 10-key 
machine which enables the user to add 
a series of totals in its second register 


and obtain the grand total by depressing 
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and rigidly. Additional uprights and standard frame construction, provides 
shelves can be added as 


needed, fron for sitti 
1on 


height operation, 
o'2” to any length by i oot. Aceon 


nor short or long 
modate four coats per running j V j .. ‘) 
foot. The design of 1¢@ racks and uni lg ys, re ig WO ards, optional 


or Fi be I 


formity of hanger spacing creates an combina 
pearance of orderliness whether the rac) 


d with clothes Hanger 

provide a ho for the check where 

checking serv , u 1. There are plastic LIGHTS 
clips with large, tamped numerals Are Co ‘ 9 QO4 
for t 


@asy { n ayout service 


need ad hv 
are empty or 


ern Ave 
for employee checekrooms ‘ 


four Dar 


graphie : juipn se make 
nspection hung any 
where for . models 
DL-30 and 719 are 25° x 30° x 12” 


57 Post St., Sa and 


PUNCHED CARD FILES 


Tab Products 22” Q” x , » respectively 
Kraneciseo 4, ¢ completels 


signed the f » files 
corners on 

to this cor 

designed 


sitioned 





viass front 

the bottom 5” 

h a trough to hold 
fluids. The DL 
three 

watt 

19 and 

ruby red 


ruby 
white fluorescent 

DL-19E hay 

bulbs and two 15-ws white 
Any 


visibilit and re 


effort required to 


lustrated Ni 


fluorescents. 
of these lights can be supplied with 
file for fil overhead rails for mobility or a water 
flow system for washing film and plate 
Darkroor lights n also be had in 
pecial ¢ Described in 
Bulletin N 27 I e address 


THe Orrice—August, 195. 





TABLET ARM CHAIR 
Precision Mfg. Co., 831 
Evanston, IlJ., makes a 
of 7-ply plywood with 
pattern, high 
which is burn-proof, 
doodle-proof. 


Tablet Arm Chair 
birch woodgrain 
plastic 
stain-proof 

Designed for use where 

ever people sit and The tubular 

steel finished in choice of 
chrome with 


pressure surface 


and 


write. 


frame is satin 
or bright chip resistant 
lacquer over 


bonderized steel and a zine 


chromate primer. The Saran webbing up 
! 


holstery is ~ and 


puaranteer five vear 
prov ides 
lated 


user to sit 


free air circulation for ent 


iti 
seating comfort. ‘1 his allows 


for hours without 


perspiring 
eliminates fidgeting and 
attenti' 


INnCcTeASEeS USECT s 


eness. Chair 


requires minimun 
maintenance and manufacturer believes 


it will give 20u years’ service. Of wall 


ving design, available in choice of ( 
Wi bbir yy 


Spe c al eChp 


colors or combinations of them. 
s attached with 
which 


of accidental damage 


Precision’s 
makes it ef to re 


or to change eolors 


LETTER SEALER, OPENER 
Pres-To-Line 
Cotner Ave 
nounces the 


Corp. of 
. Los Angeles 64, Calif., as 

Pres-To-Line Magic Mailer, 
an inexpensive mf ulti purpose un 


America, 53! 


ailing 
ailing 


Tue Orrice—August, 1955 


Chicago Ave., 


unit that seals or opens envelopes with 
stroke. Incoming envelopes are 
whipped through the safety opener 
slit open without the 


mess or ‘Seonfetti,’’ 


one easy 
and 
creation of any 
Outgoing envelopes 
are moistened ready for 


and sealed, 


8 Wey 
Mg, 


stamping, 


of the built-in 
imtter 


which easier because 
moistener, rhe 
also be “) ¢ a tinger mols 


thumbing 


Can 
tener for Carrying a 
Pres-To-Line 
Mailer is 3” x 5”, weighs only 


$9.45. 


one-year guarantee, 


Magie 


ozs., retails at 


STAPLE REMOVER 
Bates Mfg. Co., Orange, N 
the No. 60 Bates Staple 


removes 


Remov 


staples of all sizes 


handle is comfortabl 
Packed ind 


se] f -s¢ lling 


use, 





4utes Staple Removers 


an hour. Full information from above 
HUe each. 


address. 


FREE CARBON RIBBON CARBON COPY NUMBERER 
Columbia Ribbon & Carbon Mfg. Co., Force Western, Inc., 216 W. Jackson 
958 Herb Hill Road, Glen Cove, } « Blvd., Ch cago 6, Ill., makes the Force 
will send a free Columbia Carbon Rib Paragon Model 1C Numbering Machine 
bon to users of carbon ribbon typewrit for numbering multiple carbon copies of 
rs who ty on their company letter forms. It has a hard rubber impression 
head wi their present carbon ribbon, 


machine lake, name of person 


y 


ig request and the line, ‘‘Send me 
one free Columbia Carbon Ribbon 


offered in the August issue of THE 


OFFICE.’’ Columbia factory technicians 1 2345 
will select the best ribbon 


for the letter 
head paper, type a sample on the letter bed and a rubber base to reduce noise. 
head and return the letterhead with the Equipped with sharp faced 3/16” gothic 
free ribbon. There are no strings at figures and six wheels, this machine will 
tached to this free offer. number consecutively, in duplicate or 
repeat. Complete nformation from 
FOLDING MACHINE above address. 
Lansdale Products Corp., 30% 568, EXECUTIVE DESK 
Lansdale, Pa., have an automatic feeding Hillside Metal Products, 


Inc., 
attachment for the Model 305 Faltex Passaic St. 


, Newark 4, N. J., manufac 


— tures a complete line of quality Sterling 


orricis 


Folding and Letter Opening Machine. molded 
Machine can be used with or without lesks 
feeder and will fold up to 10,000 sheets Desk 


edge, island base linoleum top 
and tables. The DP60 Executive 
illustrated in 60” x 32” size) is 
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Whether the B D C was used a week, a month, or even six months ago, this 
unique mimeograph is always ready to print instantly—without any special 
preparations whatever. There is no drum to clean, no ink pad to change. 
The ink never cakes or hardens, nor can it leak. The B D C is the perfect 
answer for irregular or infrequent mimeograph requirements. Whether 
used twice a day or twice a year the B D C is always clean, always ready 
to give inexperienced office workers professional looking copies that are 
printing press quality. Get the whole story on this revolutionary mimeo-. 
graphic design—write for complete information. Bohn Duplicator Corpora 
tion, 444 Fourth Avenue, New York 16, New York. 


ri ; 
minio REX-ROTARY 
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2126 


EUERMARD yg a “TI Colorbrite «&: 


* 


Loy 
~ 
: 
vy 
: 
y 
GQ 
° 
° 
: 


Sparkling Color 


with a i < 
feather 
\46uch 


Colorbrite 


NEW— 

Red & Blue 
Colors in 
soft...medium 
and hard! 


In 26 brilliant colors. Colorbrite 
is preferred by business people 
because it leaves a vivid trail 
of color at a mere feather touch. 
Writes as smoothly as a black 
lead pencil. Takes a fine, sharp, 
long-lasting point. Ideal for 
charts, figures, graphs and 
forms. Waterproof—smear- 
proof —fadeproof— permanent! 


Trademarks Reg. U.S. Pat. Off. 





Since 1849 


EBERWARD 
FABER 


NEW YORK 


puts its quality 
in writing 


* TORONTO 


knee 
spring act 


above address 


pedestal, 
executive 

age drawers, 
ondence drawer, 
two automatic 


es. Writ 


shelv 


ANTI-SLIP FLOOR WAX 


West Disinfee 


and trans] 


Westwa 


j 
carnauba 


the 


dric s to ¢ 


iffing 


an unUSUE 


a SINE 
adequate ror 
Westwax 
and 
that w 


colored 


super 
ance 


fim 


to sculhng 
whitening 


Occasional 


water resvore 


THe Orrice 


manut: 


¢ Co., 42-16 West 
Y., claims lower! 
ed appear 
to heavy 
vater-based 
a durable 
Supe! 


rie yellow 


generally 


ndustrial 

is sheen 
since it 
percentage 
usually is 
protection 
wear resist 
protect ve 
light 


Resistance 


’ " 
diseolor 


per lin and 


oO 
rad 
excellent. 
with plain 


a high 
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How to Avoid Expensive Mistakes 
when buying a Copying Machine 


Will that machine you buy be able to do a// your office copying? Or will you lose 
time and money every time you run up against a job your machine just can’t handle? 


One type of machine is useless when it comes to copying from colored papers, from 
spirit duplications, or from originals which are opaque or have writing on both 
sides. Another type of machine will let you down if you want copies of printing or 
writing done in ink that does not have a carbon base. When your original has fine 
details or material set down in colored ink, another machine fails completely 


Only a photocopy machine is equipped to handle the complete range of office copy 
assignments. And only Copease, of all photocopy machines, can handle 95% of your 
office copying without any fussing with dial adjustments. Copease gives you clean, 
dry, non-curling copies in seconds, jet black on permanent white. Copease copies of 
pencil, any ink, crayon, typing, stencil and spirit duplications, offset and printing 
rival the original for clarity and neatness. And Copease copies under any light, even 
low-hanging fluorescents or bright sunlight 


Avoid expensive mistakes when buying a copying machine! Compare! Prove to your- 
self that Copease copies everything with a FREE three-day trial in your own office 
Send coupon now! 


‘oS oy . a the 


Offices: New York, 270 Park Avenue, PLaza 43-6692 * Los Angeles, 
3563 Wilshire Boulevard, DUnkirk 5-2881 * Chicago, 
201 N. Wells St., ANdover 3-6949 * Distributors in Principal Cities 





COPEASE CORPORATION, 270 Park Ave., New York 17, BOX 08 


Gentlemen: I'd like to have a free 


* 
Copease 3-day trial of Copease in my office ‘e) 


Please send free literature. (check one) - 
Name Title 


PHOTOCOPIER Firm Name Address 








* Trademark City State 











THIS V-KOTE* PLATE 
WAS MADE 

IN LESS THAN 

ONE MINUTE 

— AT LOW, 

LOW COST! 


It took less than] minute from exposure 
in the Copier to the finished V-KOTE* 
offset plate 

Do it yourself—in your office or shop 

in ardinary room light 

With Copier on top of the Poly 


AGGMING MATEIK OM Iw S\08 chrome Transfer Unit—fill Transfer Unit 

ae with letter or legal size V-KOTE* plates 

and you're ready to produce offset 

plates that will print hundreds of 

sharp, clean copies on your duplicator 

SHIELD . ? Examine the improved features of 

Box the Polychrome Transfer Unit that help 
you get the job on the press faster 


avremme V nore Oorrser Pare 
Ow Ovrsrot stuv0s Ab manne 


See the alignment assembly tor centering the matrix and the 
V-KOTE* plate for more accurate position of image on sheet 


@ Side guides to handle various sized plates 


@ Look at the shield box that fully protects the V-KOTE* plates 


FOR BEST RESULTS, SPECIFY POLYCHROME RELATED AND COM- 
PATIBLE OFFSET SUPPLIES, FOR ALL YOUR DUPLICATING NEEDS 


Your Kodak Verifax Dealer will demonstrate to you the utility and 
economy — with the POLYCHROME TRANSFER PROCESS 


See your dealer today — or for further information write to 


POLYCHROME ‘} CORPORATION 


2 ASHBURTON AVENUE YONKERS 2, NEW YORK 


“eee pee TRADE MARK REG 
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lustre ean be achieved by subsequent 
buffing or polishing. Re-waxing, when 
required, is simple beeause build up of 
the protective wax film does not alter 


or mask the colors below. Super Westwax 
is listed by Underwriters’ Laboratories 
as anti-slip. 


COLD TYPE COMPOSITION 
Davidson Corp., 29 Ryerson St., Brook 
lyn 5, N. Y., announces that Davidson 
Reditype can now be used to compose 
a fu’l page of copy up to 17” x 22” 
without becoming involved in develop- 
ing, printing, cutting or pasting. Redi 


type is a non-machine method of type 
savinsoe Conrorarion 


composition which provides automatic 
9 tunes eee, ‘pedis Sat 


type spacing dimensions and eliminates 

edge lines, fogging, retouching and 

opaquing. As a subsidiary of Mergen 

thaler Linotype Co., Davidson has the original Davids 

exclusive right to reproduce Mergen- Kach character 

thaler Linotype display faces in Redi- vidual piece of 

type. New faces have been added, most acetate, is self-adhering an¢ 

of them identical in design, depth and repeatedly. A comprehensive booklet 


width with Linotype faces. Others are ‘‘Reditype, the Revolutionary Cold Type 


JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM JCM 


“BINDERY MAGIC” with the New JCM 
“BINDER-MATIC” 


MAKES FINISHED 
BOOKLETS 

IN SINGLE 
OPERATION! 

Jogs ... Stitehes ... 


Folds ... Pre-Gathered 
Sheets 


LATEST JCM ACHIEVEMENT 

to help you save bindery 

costs! “BINDER-MATIC” 

combines with your present hand or machine collating. SPEED—up to 4000 per hr. 
Just throw in gathered sheets, and this almost magical ye re re ~ A x 17” 
machine jogs, stitches and folds them into a finished STOCK—all types 15.180. 
booklet in seconds! Even handles different colors and ib. ; 
weights, Jogger, folder, stitcher may also be operated i oe accordion, 
, uck-in, poralle| fold 
independently of each other. Compact, rugged construc- SIZE: 6 {+ long, 28” wide 


tion... attractive grey Hammerloid finish. 
WRITE TODAY for full details and prices! 
Western Offices and Plant 


Y M EF N D me Ss 500 S. Clinton S8t., Chicago, III. 
e Eastern Offices: 


22 E. 29th St., New York, N. Y. 
CORPORATION West Coast Offices 


One Curry Lane © Canton, Mass. 1826 8. Hope St., Los Angeles, Calif 
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ACCOUNTING MACHINES quence 10-key keyboard on Underwood 
00d Cor 1 Park Ave., Nev indstrand accounting machines utilizes 

\ y aiws an ‘ os Simplify touch operation even 

it over the 

er balance and 

keys from 

ee eye 


through 


STENCIL ILLUSTRATIONS 
Dich 0., 9700 W. Touhy Ave., 
inother page 
eograph 
| artwork 
church 
munica 
og nun 
cating it 
es. Insets are 

the 


VM Ee, 


THIN PAPERS 


to reduce typing; mailing and filing expenses. 


Fidelity Onion Skin 


we suggest 


Clearcopy Onion Skin 


ecw ge 


for Thin Letlerhre ad E 2104 .. fk Jor wr 


ESLEECK MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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PIES: 


y Serr 4 
PRODUCT or} 


= * 
s 


¢ 3M 


: 
* . 
"Panes" 


RESEARCH 


The new ‘SECRETARY” COPYING MACHINE 
revolutionizes office copying over night! 


Now your own secretary can make you direct copies of anything you 
need in just 4 seconds... without even leaving her desk ! Originals can 
be opaque or translucent, white or colored, printed on one side or 
both! A portable version of the famous ‘“THERMO-FAX’’ Copying 
Machine, it requires no negatives, translucencies or masters no 
fumes or liquids. Get the facts on the new “SECRETARY” ¢ opying 
Machine be Write to: Duplicating Products Division, Minnesota 
Mining and Mfg. Co., Dept. TF.08, St. Paul 6, Minnesota 


Thermo-Fax | 


BRAND 


Duplicating Products 


The terms ‘'THERMO-FAXK" and “SECRETARY” are trademarks of Minne 
sota Mining and Manufacturing Co., St. Paul 6, Minn. Genera! Export, 99 
” Park Ave., New York 16, N. ¥, In Cangda: London, Ontario, Canada, 


in a cu me tl cw ae 
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‘COSTS CUT 
60¢ per hour 
per machine’ 


simplified our time study and 
cost analysis.” 


. and, we will install your units on 
ali our machines.” 


meets all our requirements. Ship 
35 more units at once.” 


— just a few of the many com- 





ments we receive deily about... 


TIME RECORDER -TOTALIZER | 


PRICE $55. 


© This precision instrument provides accurate, 
permanent, chronological data about any machine, 
process or system in plant or office...on a con- 
tinuous chart-roll which lasts four months. Uses 


no ink. Totalizer shows accumulated “on” time. 
Descriptive literature OF on request. 


RECORDER DIVISION 


HEAT-TIMER corporation 
657 BROADWAY, NEW YORK 12,N.Y. 


INDIVIDUAL LETTERS with 
ROBOTYPER 


in Quantity 
Automatically! 


For information 


write 


ROBOTYPER 


yarn : CORPORATION 
125 E. Allen Street © Hendersonvilie, N. C. 


104 


being prepared for use. Once cemented 
into place, the artwork is duplicated 
along with the regular copy. Illustration 
inset stencils also can be used as stencil 


negatives when making offset plates. 


TERMINAL DIGIT NUMBERER 


Wim. A. Force & Co., 216 Nichols Ave., 
srooklyn 8, N. Y., makes a modification 
of their Paragon 1C Automatie Hand 
Numbering Machine for terminal digit 
indexing. It will index papers with the 
proper break between digits required for 


terminal digit indexing. It may be used 


for numbering in a fixed sequence, con 
secutive for single sheets or in duplicate 
for double sheets. When variable index- 
ing is needed, the same assembly can be 
supplied in the Force Paragon 26A Lever 
Action Machine. Terminal digit indexing 

supplanting the numerie system in 
which only the end of the file was open, 
With terminal digits, each of three 
groups 2-34-56) corresponds to three 
main divisions of the filing system when 
read from right to left. The whole filing 
system is in use. Gaps in the numbering 
sequence have no effect and a system will 
encompass a million folders. Modified 
Paragon 1C Automatic Hand Numbering 
Machines are specially assembled to or- 
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Get this “COPY CAT'S” BIBLE 
at your National Stationer — or 
write us direct — use Coupon. 


FORMS INCLUDE 
Better than ever... Inventory 


Order and Invoice 


New National Comparative Sales Record 


Inter Office Memorandum 


Translucent Forms U. S. Outline Map 


8x8 Inch Quad 
for Fast, Clear Copies of Feu Loyout Sheste 


(pica or elite spacing) 


Original Material Analysis Pad Rulings 


Via any direct print process such as 
Ozalid, Bruning Copyflex, Pease or 
2aragon Revolute, these National Company 
Translucent Forms provide the 35 Water Street 


National Blank Book 


° Holyoke, Massachusetts 
clearest duplicates of your reports, © : 
6 Please send Translucent Forms Kit showing 


charts, drawings and records. And actual forms on your new translucent paper. 
fast! And accurate! Lines and figures 
reproduce sharply whether in lead 
pencil, ink or typewritten. Elimi- 
nates costly hand copying and proof- 
reading as well as errors. 


Name 
Company 
Address 

My Stationer is 
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how to turn 70 


OF Your 
MAILING Costs 


INTO PROFITS 






































INSERTING & 
MAILING MACHINE 


Mechanized mailing adds to profits by 
saving at least 80% for every user, without exception. This machine 
gathers up to 8 enclosures, stuffs, seals, meters postage or prints 
indicia, counts and stacks up to 4,500 pieces per hour with only one 
operator. One small mailer, operating only 512 hours a month, 
cut costs 86%. A big mailer slashed his 92%. See for yourself; 


get the facts. Use coupon below. 
Brrr 


mn AILING 
0 Phillipsburg, New se tCHinee co. 
INSERTING AND Sond mo case history, How ¢.. 
ake 
MAILING MACHINE CO. ailer Be? mall Can 


Sse orrg 
PHILLIPSBURG, NEW JERSEY "@® @ demonstration fo, 
me. 
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der, but deliveries are being 
made, Force terminal digit indexing ma 
flatbed and 
rotary printing presses to number forms 


as they are printed. 


prompt 


chines also are available for 


PLASTIC MENDER 
Delkote. Ine., Box 1335, Wilmington 99, 
Dela.,. and Box 574, Berkeley, Calif., 
makes Book-Saver, a liquid 
plastic which takes minutes to apply and 


versatile 


dry but lasts indefinitely. It binds in 


voices, reports, correspondence, periodi 


cals; repairs broken bookbindings and 


torn pages, 


letters and engineering trac 
ings. A thin coating protects frequently 
thumbed file folders 
$1.95 for 8-oz. jar or handy squeeze spray 
bottle. Write for 


uses. 


and index cards. 


literature describing 
SALES CASES 
Knickerbocker Case Co., Dept. O # 501 
W. Huron St., Chicago 10, Ill., offers a 
new catalog showing 99 styles and sizes 









































of standard business, salesmen, and serv 
icemen cases plus 24 suggestions for spe- 


cial made-to-order cases. Because Knick 
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‘‘Bunn Machines help us 
mail millions of tariffs 
and time tables... on time” 


says John J, Calderone of 
THE ASSN. of WESTERN RAILWAYS 


“We tie and mail as many as 
time tables and tariffs in a single 
efficiently and economically 
thanks to our Bunn Tying Machines,”’ 
reports Mr. Calderone, Manager of the 
Association’s mailing department. 


100,000 
day 


tegardless of size or quantity per 
bundle, Bunn Tying Machines adjust 
automatically ... tie securely with slip- 
proof knot... never waste twine. 


Remember ... almost anything which 
can be tied by hand can be tied 
with a Bunn Tying Machine 
faster, better and more economically. 


GET THE WHOLE STORY 


Learn how these Bunn 
Machines can help you 
time, money. Write today 


Tying 
save 


B. H. BUNN CO. Dept. OF-85 


7605 Vincennes Avenue, Chicago 20, Illinois 
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erbocker has been selling direct to indus pact plastic. Molds for this material are 
try for 55 years, their cases are designed so inexpensive that it is economically 
to fill any need of salesmen or service- feasible to make as few as 100 cases, thus 
men. If there is no standard case for making it available for special sales 
the job, they will design and manufac cases and small run product cases. Write 
ture exactly the case needed. Their in above address for the free catalog. 
formation data sheet contains questions 
to be answered, after which they will 
submit a sketch and price quotation free REVERSAL FILM 

of charge. Part of the catalog is de Ozalid, Div. of General Aniline & 
voted to new materials in the case field, Film Corp., 171 Ozaway, Johnson City, 
such as Royalite, an attractive high im- N. Y., makes a film that bypasses pho- 





distinctive letterheads 


belong on 


WESTON / BOND 


Weston Bond, a superb rag content 
paper, imparts an obvious air of 
importance to your letterhead. 

Its new, brighter white is a perfect 
background for clean-cut 

contrast in typing, writing and 


printing. Economical, too. 


Tell your printer to use WESTON 

BOND. He'll approve, heartily, for 

letterhead and matching envelopes! 
SON Pe, 
i 

YF 


&/ free: Sample Book. Write Dept. OF 


c> ““ 
your 
——_ 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 
Makers of Fine Papers for Business Records Since 1863 
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sing steps to produce fl 
positive i t Fe 


Called Ozalid 
e posed 


directly from a negative. 


Reversal Foil, it can be 
nd developed in seconds in an 
Ozalid machine. Like all translucencies, 
used to 


iumber of Ozalid copies, 


can then be reproduce any 
Reversal Foil 
positive reproductions of trans 
ed photostats and blueprints. as 
halftone, 


one originals can be 


Line, 


negatives. 


juous-t 


and inexpensively with 


a .005” clear cellulose ace 


visual aids field, the prod 


uct is used to prepare film transparen 


e1es tor ove rhead projectors. For office 
ideal for 


aluminum and 


duplicating equipment it is 
Ozalith 


paper offset plates for longer runs. 


making positive 


TIME, DATE RECORDER 
Cineinnati 1733 
Central Ave., Cincinnati 14, Ohio, makes 
the Tym-an-Dater 
prints the « 


Time Reeorder Co., 


which automatically 
xact time, date and other de 
sired copy 


on papers as they are inserted. 


It features 
] 


geared 


electro-trip operation, Geneva 
wheel ady 
stability, full 


type heavy cast 


clock 


ance, 
iron case for face 
time indicator, 
dies for 


brass type wheels and 


legible printing even through 
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hand engraved tempered 
sharp 
multiple 


You Get Things Done With 
Boardmaster Visual Control 


cocoa 


revs weil 
scares ReneS J ogsanaae fs 
i co cee ow 


aac 


* _. 320%ssssssso00090000 
rae Siecosseete288eGu. 


4 


vy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type ot Write on 
Cards, Snap in Grooves 

Vy Ideal for Production, 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Traffic, 


Inventory, 


Complete price $4950 including cards 


FREE| 24-Page BOOKLET NO. F-400 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 





Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


PLYMOUTH RUBBER 
COMPANY Inc., 
Centon, Mess. 





Cepgxite’ 


A MAME RECOGNIZED THE WORLD OVER 


No Other Liquid Duplicator Gives You 
All These Copy-rite Features 


@ Instant starting 
® Roller moistening - No priming 


Margi-Set position control with fractional to 
7 line adjustment 


Visible indicator to show “‘setting”’ at all times A complete line of liquid process 


Position changeable even while machine is duplicators including electric 
operating models—from $157.50 to $349.50 
No stencils, gelatin, inks, type or ribbons —all plus tax. F.O.B. Chicago. 
Longer runs and sharper copies in single or 


multi-color 


WOLBER DUPLICATOR AND SUPPLY CO. 


1217 CORTLAND STREET 
CHICAGO 14, ILLINOIS 
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carbon copies. Can be had with fu 


time and date, or date only. Illustrate 


literature from above address 


EXECUTIVE MEMO PAD 
Goodyear Printing & 
Dept. TF-8, 270 Lafayette St., 
12, N. Y., now makes their 
multiple desk pad with 
binding 


Stationery ( 

— York 
xpaditer 

yenuine top 


yrain leather tooled 


gold. The 


ing surfaces at one 


kixpaditer contains 400 writ 
filling and five sep 
arate available and 


sections are always 


in sight. Extra held in view 


in the 


notes are 
Unit 


comes in 


measures 514” » 
10%” and saddle brown or 
forest green. In gift box three 
extra refills, the leather 

diter 1s $12.50; less in quantities of 25 
or more, 


TELEPHONE RECORDER 
Ma pnetie 


Cover, 


with 


bound Expa 


Recording Industries, 11] 
Kast 16th St., New York 3, N. Y., makes 
the Voice-Master 
rapid handling 


ot telephone orders, When 


Gu Cal 


the outside party calls in his o 
asks the 
Ordertaker which records a 


given to it by the 


ll informatior 


person on the outside 
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Ordertaker for the 


operator to put hit ol the 


This Too! 
Is Important! 


low al 


Printer exclusively, 


By working through your 
Distributor o1 
a nation wide 


ve have built repu 


tation for promptness and very 


fast service. 

OUR SPECIALIZED 
PRODUCTS: 

Carbon interleaved unit sets. 


New N.C.R. 
quired) sets. 


(no carbon re- 


Carbon Ready Statements in 
three styles: Line Find, Saddle 
Back, and Fold Over 


Voucher and Payroll Checks. 


‘The next time you, as a user of 


forms, need very, very tast service, 


ask your favorite Distributor or 


Printer to write, wire or phone: 


Jack Deller or Bill Bedinghaus at 


MODERN BUSINESS FORMS MFG. CO. 


308 E. 8th St. Dept. O., Cincinnati 2, O. 


P.S. To Printers and Distributors, we 
do not sell direct, 
letterhead for free 


only through you 
Write on your 


catalog, no obligation 





*AlTeseouts 


*@eeuteng #,uotzeu ey ATALeTOT IS Je eartes 03 
@nut3u0o Ttta seuy pue ‘ateu sey30 HR szepun peqexser 
eq TTt@ SeUyyoeE VOTYH puY ‘uSNHCO ‘LIOVE ‘Ste T¥ep 
yUapIsaig ano 20z sqtyord zeqeer? ut Burqgtneert ‘sqgonporzd sno 
<a epomord 04 440s se Bupepyzszeape pus settee Jupsverouy—-rz8ae 
uossj4yO Vv yi uv eq OF SNUTZUCO Tite pus ueeq sey eteuy 


*“meud 107 segnztseqns Ou eq TIta ereu3 
- VOIVH #8 pues UaKXHGO 28 ‘Irova ee ATUS “g’p eouy ut 
UAOCUR OLS SSUTUOVE Seeuteng eet Seeuy “ste teen fo 
AT TVuUCTZSU PedTAres puw PTOS ST *SUTT e3eTdeoo eu pus 
fen £q AT@aATeNnTOKe pegnatszstp ere Asuy *zeaztamedsy 
VYQIVH @U2 puUwe eUTUCes Fupppe wanNnadd eu. serngo¥snUeE 
ureoUod TNO feUT YOR FuyzeTnoteo roy" encuesy eu3 
Septeeg *ee3BI¢ PestUg ey ut AIpydez usczr3 sey 

“our zoey SpuNnozrBxXoeQ pyTTOSs stUur UITs 





*@etimgunoo 

OCT 1@A0O UT Seeoons peTTeds easy sopuae sseutendg 

ptnoe pue A4zTTTQepuedep yonpord <= query? tTertszzenpurt 

£ep queserd ayy 03 ‘Aanques UCT eu. UT ATa¥8 Usepeas 
*Zzeqeprasy 38 BuyuuyFeq AeA |yQ Bory 


*@ingny egy 107 
Ste tno pue gueserd ayy sO setoTTod eseureng sno 
JO wopadtszosep Ter98ued & et saOTIOS 4eug 


titeTteq 1889 


INGLVLIS ADII0d 





@nUuIag YIsNOY FOr JUT y a eD GE 











ow 7 y sees GS UWSHL 8YOd SALNLILSSNS ON 38 THM 3y3HL 
Be > “AWYVN YSHLO ON YSONN 'S'N SHL NI QA1I0S 
38 TUM ASHL ‘YSAO AIWOM SHL NMONM 38V 





VQ1VH PUe YANHOCO ‘LIOVSG,, 


aE eR NE ESSN 




















t| ySeOD WyjI9eg UIaYINOS jsSeayyON yseayynos pueogess uwiejsej JSeMYUYON 
Suaquesoy owy oueyaW sinoq YSOJUJIW YWeMe}S }ydeuyY pjoeH WWO4}S}J9H ZUIeH 
r c —™ . t 


ey 
& 
' 

5 


JSOMPIW ySamyNoS seBeuew sajes jesouey JUSPISI1g BIA 
eoqueH }susy ueseyuoiy eg eer sepues yemeais yey 





SOs DINVjJD) puv 


suaprsnadhy OTEK souryouy buippp y¥INHIO SsO;OjNIIOD LIK 


‘nos quvg? “ONI LIOVA 
28 mm ‘“S20Onpoesd amo zo sseoons seles Fuym] eqatesc 


@4} 407 e[qysucdses meeq eavy ‘uTIVEd HHL ‘MOA “S'd 





quepreesy 
woseTqo “VY At4a 


27 77 | 


“ONI LZIOVG 





*Al@ese0uTS 























Now you can BIND with 


spe, METAL LOOSE LEAF ond 
} PLASTIC BINDING... 


RIGHT IN YOUR OWN OFFICE 


Improve all your literature... 
guarantee maximum attention and 
action for every message ...add 
prestige, utility, color to reports, 
manuals, catalogs, etc. Pages lie 
flat, turn easily, can be inter- 
changed between GBC Metal 
Loose Leaf and Plastic Bindings 


NEW BOOKLET tells 


about this modern way 
of binding in plastic 
and/or metal loose 
leaf. “How it is done” 
facts make this richly 
illustrated booklet 
worthwhile reading 
for every executive. 
Get your copy today. 


‘+, GENERAL BINDING CORP. 
' 812 W. Belmont Ave. 
Dept. 0-8 


Chicago 14, Illinois 
SES 


























soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS INUSE For fest, hand-sorting of cards, 


checks, letters, invoices, orders, 
Ge) business forms or public docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
ege machines. Write for illustrated 
mA circulers 
Vara Aon Wot Representatives everywhere. 
Associated Industrial Designers 


P.0. Box 39652, Los Angeles 39, California 
Piant: 1248 East Sixth Street 





Warehouse: New York, Chicage 








ne who talks at ormal conversational 
speed without w f a person to 
keep up with his Krrors are eliminated 
since every word is recorded faithfully. 
The Voice-Master Ordertaker utilizes 
magnetic dises which are reusable indefi- 
nitely. An exelusive multiple loading 
feature permits stacking as many as six 
secs. A completed dise can be removed 
na fraction of a second and the Order 


taker is ready again for immediate action. 


The Voice-Master Ordertaker meets all 
requirements of the telephone company, 
costs $155. lranse: ptions are accom 
plished on the Voice-Master Companion 
which has variable speed control to slow 
down or repeat recording for transeriber’s 


convenience, 


MINIATURE TYPEWRITER 
Lansdale Products Corp., Petite Div., 
sox O08, Lansdale, Pa., announces the 
Petite Miniature Typev ‘r specifically 
produced for the instruction of children. 
This is a true working machine with a 
full alphabetical keyboard and it can 


produce all forms of typing including 


carbon copies and stencils. It has plastic 
keytops with clear characters, feather 
light touch for speedy operation, precision 
typebar action and clear-cut type. Ma 
chine is 6" high, 10” wide, gy” deep. 
Carriage is 11%” le, takes standard 
letterheads. Weighs 8 lbs., colored gray 


and red, 
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“COPY CATS”’ 
TAKE HOURS 


‘to do what —. does 
... in minutes! 








~-—-—_— 


of your « 


yreed by 


‘ and you'll 
yerwork to 
th 


p 


alter ane 


‘| 
one case ver, they 
formation f 


take many valual 


e departmental 
le hours to do 


and without errors 


y, the 


vyflex 


nube 


Mo 


Ris te 
at far less co Desk Top Mode! 100 Copyflex 
inols 11 inc 


lel 100, basic information is written 


duced from 
uced at less 


lored to any 


hes wide by any le 
wp to 300 copies of different 
originals per hour 





find how my? 
ily the fo 
and a host 
Receiving Reports 
Bills of Moterial 
Operating Sheets 
juire only 


j 
today 


an 


/ Shipping Notices 





Purchase Requisiti 


Production Orders 


flex can simplify end speed 
owing poperwork 

ons Accounting Reports 
Payroll Records 
Invoices 

Tox Returns 

Soles Analyses 
Inventory Records 





Amazing New 


BRUNING ) 
Copy 100" 


n Cop 


Cheries Bruning Compeny, inc, 
4700 Montrose Ave., 





proce und new M 





Nome 
Copies anything typed, written, 

printed, or drawn on ordinary 
transivcent poper 


Compeny 


Address 
~in seconds 


\ 

\ 
\ 
\ 
\ 
\ 
\ 


City County 
Specialists Since 1897 


M4 


eae ee me 


CHARLES 4700 MONTROSE 


BRUNING COMPANY, 


‘ 


ISCOSPORATES 


Ch 


AVENUE . 
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Chicage 41, IMlineis 


=_—— oe oe 
Dept. 82-4 


f flex 
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Stote 


ee ee 


CHICAGO 41 








ILLINOIS 


2 NEW MIMEOGRAPHS 


provide deluxe features 
at economy prices 


For Example—there is the completely new 
ink pad holding device of these new A. B. Dick 
mimeographs. It permits the use of two ink pads 
at one time for instant color changes. A. B. Dick 


mimeograph products are for use with all makes 


of suitable stencil duplicating products. 


“+ A:B-DICK 


THE FIRST NAME IN DUPLICATING 


Model 437 
Electrically operated 


Model 432 
Hand operated 


A. B. DICK and & are registered trademarks of A. B. Dick Company. 
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STORAGE CABINETS 
Maine Mfg. Co., Nashua, N. H., makes 
the White Mountain line of heavy gauge, 


mediln priced steel] storage eubinets 
wardrobes, bookcases, telephone stands, 


te. Each piece 1s expertly constructed 


and finished in hi-bake enamel in modern 
office colors. Illustrated is a double door 
cabinet with four shelves, No, 624-DD, 
which is 66” high, 24” wide and 21” 
deep. Doors have chrome handles, rubber 
bumpers and silent vinyl roller catches. 
Equipped with eylinder lock and keys, 
approximate shipping weight 90 Ibs. An 
illustrated catalog showing all units ir 
the White Mountain line is free from 


above address, 


AIR CONDITIONING ANALYSIS 

Serval, Ine., Evansville 20, Ind., has 
designed a one-sheet analysis form which 
tells how soon an air conditioning in 
stallation in an office building will pay 
for itself through increased employee 
efficiency. Servel sales representatives, 
by means of the form and a table listing 
the average number of working days re 
quiring summer cooling in representative 
U. S. cities, can give prospective buyers 


figures on approximate savings, 
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In YOUR Office— 


You may not be using LETTEREX, 
but at the rate our sales are going up, 
chances are your competitors 


are using it! Look into 
LETTEREX today. 





maniforn CARBO 


Write 
The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, D.C. 


Bring it up to 
date with... 


OPNWINDO 
Steel Guides 


Ideal for expanding outgrown filing sys 
tems. This movable clamp-on guide has 
1001 other office uses to save time and 
improve your filing 
Available in | or 2 inch widths. Packed 25 to 
box with labels in strips for easy typing. Also 
alphabetic labels to 200 sub 


divisions 
Office Supply 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 


Than 50 Years a Complete Lin 
ime-Saving Signals and Indexes 








If you use a 


DIRECT PRINT 
COPY MACHINE 


you ll gt SHARPER, 
FASTER COPIES 


when the MASTER SHEET is 
PATAPAR TRANSLUCENT PARCHMENT 


This is a special type of Patapar 
Vegetable Parchment scientifically 
developed for direct print master 
sheets. Quality controlled texture and 
sheer, natura! translucency assure 
super fast transmission of the ultra 
violet rays. There is no diffusion. The 
result is speedier printing, uniformly 
clear copies and your glowing 
satisfaction. 

Patapar Translucent Parchment has 
a perfect surface for printing with 
opaque or regular inks. It is excellent 
for typewritten copy, pen and pencil 
entries, artists’ sketches or drawings. 
Write on your business letterhead for 


brochure of testing samples. Name of 
nearest distributor on request. 


: Paterson Parchment Paper Company 
Bristol, Pennsylvania 
Sales Offices: New York, Ch icago 
West Coast Plant: 
Sunnyva le = | ‘alifornia 
Headquarters for Vegetable Parchment since 1885 
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LETTERING GUI 


? ‘ 2 (ye 
erguide Co., Box 99, 


sincoln, Nebr., makes 


Scriber for producing 


’Y surface including offset 


stencils, transparent ¢ 


or ‘ 
at angles up to 60 
wide range of lett 


4 on" 


rom i,” to and 


reused, Tht Letterg 


eosts on SLO 50: teniplate p 


DE 

State House 
the Letter 
lettering on 
plates, dupli- 


verlays, ete. 


niarged, and 

Templates 
er and type 
can be con 
uide Seriber 


rices average 


$10 to $12. Illustrated literature showing 


free from al 


wove address. 


LOOSE LEAF COVERS 


Kilingsworth Mfg. Co., 2 
St.. Chicago 7, Ill, off 


their complete line of Due 


orful 


10 S. Peoria 


a catalog of 


) Tang loose 


catalog con 


ovo rane € overs 
‘ 
1, wg 
/ Langu l 


a a 


— 





tains swatches of materials available and 


a handy color-selector chart 
selection of materials and 
every requirement, such 

pre sentations, reports, price 


Tue Orrice 


to simplify 


colors for 


as catalogs, 


lists, theses, 
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BOSTITCH B8R 


America’s most popular desk sta- 
pler. It’s also a posting-tacker and 
stapling plier. And the attached 
staple remover is always at hand. 


BOSTITCH B5-12 OR B5-18 


These are the staplers with the 
long reach—12 or 18 inches from 
edge of work. Fine for folders, 
reports, charts, promotion pieces. 


WAYS TO MODERNIZE 
YOUR DESK WORK 


BOSTITCH B5B 


Extra-rugged desk stapler, it can 
staple paper, fabrics, other ma- 
terials up to % inch thick. Base 
folds back for use as tacker. 


BOSTITCH B8S 

Brand-new saddle stapler binds 
booklets, folders, advertising 
dummies of up to 128 pages. 
“Roll up” feature handles pages 
up to 12 inches wide. 


Fasten it better and faster with 


BOSTITCH See your stationer... 


STAPLERS AND STAPLES or phone Bostitch 


. 
. 
. 
. 
. 
. 
. 
~ 
. 
. 
. 
. 
. 
. 
7 
7 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 


THe Orrice—August, 1955 





, CaM usm EM. MOUR oman BURDEN 


PAYROLL or INVENTORY, INVOICING or PAYABLES, whatever your 
figurework, you can do it easier and faster with a MARCHANT Figurematic 


* IT’S EASY TO USE * IT’S EASY TO OWN 

A MARCHANT Figurematic is so Through our “pay-as-it-saves” plan, a 
simple to run, anyone in your office Figurematic can go to work for you 
can use it speedily and efficiently at once on terms to fit your budget. 


*% IT’S EASY ON YOUR TIME 


Call the local MARCHANT MAN 
for a test run on your own work. Your 


its 
us NT business—whatever its size—can turn 
> . a M, -HAN 
AMERICA’S FIRST time into money with a MARCHANT 
Figurematic 


Any way you fiqure 


Find ovt how a MARCHANT calculator will help cut your 
figurework costs and lighten your figuring burden. Mail 
Index to Modern Figuring by Marchant Methods 0 


Descriptive Literature on Marchant Calculators 0) 


| 
l 
this coupon with your business letterhead for free... | 
| 
| 
] 


MARCHANT CALCULATORS, INC., OAKLAND 8 CALIFORNIA 0-8 


pene nD CRNEDEDNE GrenwestEnmEdresditbaribintlen 





ete. It lists a number of new items, over sturdy fiber board base to take 
along with complete descriptions of the thumb tacks without showing wear. The 
company’s line of regular and special handsome natural oak frame has metal 
covers and supplies. Also shown are hangers. Available in two popular sizes: 
sales and merchandising aids for retail No. 300B, 18” x 28”, $3.95 and No. 
ers. A copy may be obtained from above 301B, 24” x 36”, $5.45. For further in- 
address, formation or trial order, write above 
address, 
BULLETIN BOARD 
General Scientific Equipment Co., Box SALESMEN’S CALL RECORDS 
6798, Philadelphia 32, Pa., offers a Bul- Kamket Corp., 54 Winter St., Holyoke, 


letin Board with self-sealing cork face Mass., makes the Pocket-Dex, a prospect 





, 
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“‘We Whisk Mistakes Away The Best Way 
—BY THE MILLIONS!” 


“Time wise and money wise; the 
errors we typists make, concern you! 
The faster and cleaner we correct mis 
takes in typing and shorthand, the 
calmer our tempers, the better our 
work.” 


“That's why YOU SAVE with Weldon Roberts 
Erasers—typists’ favorites for quality, uniformity, 
easy-to-use shapes. We want ‘em. Dealers have ’em. 


Please get ’em. P-L-E-A-S-E!” 


WELDON ROBERTS RI a7) CO. 
\ ’ 365 Sixth Ave., Newark 7 J. 

Brand New: World’s Foremost Eraser Spee slaliots 

Weldon Roberts Eraser , ' : 

No. 378 GRAYPOINT 


MASTERPIECE. Conven- c n wh 





ient paper wrapped eraser 
with pull string for easy 
pointing. Core of quality Correct Mistakes in Any Language 
gray rubber, ideal for eras- 
ing ink and typewriting. 
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IMPt CLEANING MADE EASIER 


with the “1h 
CLEANS 
+ Typewriters 
Billing Machines 
* Adding Mochines 
* Addressing Plotes 


. —o Devices, ote 
PLASTIC TYPE © ieR 


Typists ond business 
machine operctors wont 
Type Cleoner 


*NORTA THE OF'1GIN 


NORTA "DISTRIBUTING COMPANY 
——1165 Broadway, New York 1, N. Y.—— 





World’s foremost maker of 
carbons, ribbons, duplicators 
and duplicating supplies. 











PRINTERS — DEALERS —AGENTS 


Offer your customers the best in custom made 


carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Leading — Purchase Orders — Voucher Checks — 
Repli Memos — Salesmen’s Contact Reports 
ready for imprinting. 

For complete information, write, wire, or phone 
139 Howell Street, Dallas. Phone F'! -rside 5816. 


ROGERSNAPp 
ELIS 


Increase Filing Efficiency 


WITH UNIVERSAL 
INDEX NUMBERS 


b 
f niy to an 

no moistening! 
Avatlable in red, 
lack for cr 


and 
refer 


jreen, blue, ¢ 
tdexing and re 
44c per set (170)—5 sets for $2.00 


At your stationer’s or write (no C.0.D.'s please) 


UNIVERSAL color slides 


132 F West 32nd Street, New York, N. Y 
eeeeeeeeeeeeeeeoeeeeoeeeeee 


122 


with which salesmen can keep u 


ste matically 


index 
complete record of calls, sy 
bound into 
is fit 
for 


consists of 


classified on ind dual ecards 
the leaf book The care 
ecard file and es be changed 
day’s ez \ 


cover 


loose a desk 
f ach 
comy lete 


unit 


and 20 eards; additional cards 
terature, 


free 


are available, Illustrated 


howing how card record is d, is 


from above address. 


SLIDE RULE 
C-Thru Ruler 
Hartford. 


of sturdy plastie l the 


Windsor St., 
Conn., { a 10” Slide 
Thru 
comes in a 


like leather. 


Rule 
lami 
vinyl 


eonstruction., 


finished to look fine 


The 


lents 


has 


settings 


rule decimal equivalents, equiva 
and a rule with both inch 
There are , > & 


log, 


and metric scales 


D and K scales on the fac 


sine and tangent on slide 


included, 
this 


rule, Instructions for use are 
List 


quality and 


price is $1 SU, iow for a rule ot 


precision construction, 


TIME PLANNER 
Planno, Ine . (}f est 
Ave., Jws Ang 
Planno annual 
three 


oreland 


ukes the 


con 


sisting of a-glance 


THe Orvrics fugust, 1955 








planning calendar, an adjacent section 


for outlining in advance objectives to be NEW! Bantam Model 
achieved each month and each quarter, EXACT- PHOTE- COPY 


and space to work out a re-allocation of 


time so that objectives may be accom- - DRY 


plished. It resembles a booklet 8%” x . | Process Unit 
2%,” and about 4” thick. Made with 
Gives you DRY 


photo copies in 
your own office 
or plant in sec 
onds 


“Light | Weight Portable $225. 


low priced at only 
Use it anywhere. 100°% portable. 
Weighs only 22 Ibs. 


—— ONE UNIT DOES EVERYTHING 
and does it automatically! 

e No darkroom e Simple to operate 
¢ No fumes © Get 60 to 90 copies 
¢ No washing per hour 
¢ No fixing e 9” wide x any length 
e No drying © \|-side or 2-sides 
MADE IN 0 S.A. LIFETIME GUARANTEE 


WRITE FOR FREE CATALOG 


GENERAL PHOTO PRODUCTS CO., INC. 


15 Summit Ave., Chatham, New Jersey 





spiral bound multiple wings, it opens in 
successive folds. When all wings are wet pr s photo copy « t & 








opened to reveal the full year, it is 


) 


47” x 25” in size. For studying plans of 


a single quarter it is only necessary to ODERN B EAUTY 


open it to 124" x 25 When working 


with a diagle month, it maintains its STYLED IN woop 
oe ee oe” Sa": by WORDEN of HOLLAND 


FOR THE LADIES 
‘o., 17640 Fonthill, Torranee, 


makes the Telaeze which Snaps 


3060 SERIES 
se” x 32” 


WRITE FOR CATALOG AND DETAILS 


, ; WORDEN 
over the telephone receiver and allows COMpany 


women wearing earrings to get clear r HOLLAND MICHIGAN 
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Back and forth all day 
long, they trooped to my 
desk—-to borrow my 
EraserStik. Finally the 
Office Manager put a stop 
to it. He got everybody 
an EraserStik. 
It's no wonder EraserStik 
is so popular. This pencil- 
shaped, wood-cased white 
polished beauty rubs out 
errors in a twinkle, 
without leaving telltale | 
ghosts. Especially for 
Typewriting. Equally | 
good for ink and pencil. | 


For best results expose | 
rubber point about 3/16” 


A.W.FABER-CASTELL 


ai { 




















| 4c VV AAR 4 





ception without annoyance or removing 
Made in red, blue, green, 
ivory and black plastic for F-1 and G-1] 
phones; retails at 80c. 


DIAZO DRY DEVELOPER 


195 


an earring. 


Technifax Corp., 
Holyoke, Mass., 
Dry 
velopment 


Appleton St., 
announces the Techni 
Developer for ammonia de- 
of (whiteprint) ma- 
Designed for firms having ultra 


fax 
diazo 
terials. 
violet type printers, vacuum frames with 
ultra-violet light, blueprint machines or 
diazo-moist printers, well as 


as arc 


vacuum frames. 


The latter 
the graphic 


lamps and 
used in 
be 


Technifax 


equipment, Ww idely 


arts industry, can used in 
with the 


proofing 


conjune 
tion Dry Developet 
for 


because it 


process eolor separations 
vill process diazo color films, 
and also 25 different of papers, 
cloth films. It provides of 
diazo-moist printers with the advantages 
of both ma 
terial up to 24” wide and operates at a 
speed of 6 ft. a Has durable 
Fibreglas cabinet, trouble-free ammonia 
built-in Technifax Slip-Screen, 
thermostat heat control, 
evaporating low ammonia 
rapid de 
lbs. Addi 


above address. 


STATIONERY CATALOG 


231 S. 


types 
and users 


Accommodates 


processes, 
minute, 


system, 
adjustable 
double tray, 


consumption, and provides 


Weighs only 62 
information from 


velopment. 
tional 


Horder’s, Inc., 
Chicago 6, IIL, published 
largest catalog, an encyclopedia of 


Jefferson St., 


have their 
office 


some 


supplies and equipment, covering 
20 000 


items, 
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GENERAL SESSIONS will hear experienced 
authorities on Organizational Planning—Meas- 
uring Office Work for Incentives—Training 
Personnel for Electronics Operations Re- 
search Techniques—Quality Control—Select- 
ing Communication Media—Procedure Writing 


International 


Systems 


Meeting... 


Workshop 
for 


New Electronic Developments Records 
Management—Installing a Large Compute1 


How to Listen—Punched 
Management Improvement 
Streamlining Procedures Management Re- 
porting Methods—Applying Statistics to Sys- 


tems. 


IN-PLANT SEMINARS at Ford 
Motor Company, Chrysler Corp., 
3urroug! Corp., General Elec- 
Carboloy, Michigan Beil, 

U ersity, City of De- 

, General Motors Tech, Ar- 

as, Michigan Hospital 

Standard Accident In- 

o.. Evans Products, 


Ford of Canada. 


YOU CAN TAILOR THIS CON- 
FERENCE TO YOUR SPECIFI( 
NEEDS AND INTERESTS ! 


There a wealth of alue here 


for you but you must r 


Yardsticks 
Programs 


Management 


SHERATON-CADILLAC HOTEL 
DETROIT 
OCTOBER 10, 11, 12 


FULL-DAY SEMINARS on forms control, work 
simplification, organizing a systems and proced 
ures dept., work measurement, conference lead- 
ership, organizational planning, making an 
electronic survey ; applying electronic data to pay- 
roll, to billing and accounting, to production 
planning and material control; integrated data 
processing; operations research, its organization 
and application to inventory management, pro 
duction control, marketing and distribution, and 
to purchase vs. make costs. 


EXHIBITS of the latest, most talked-about equipment. 


SYSTEMS & PROCEDURES ASSOCIATION OF AMERICA 


Mr. Dar E. Tisdale, General Chairman 
Pioneer Specialty Co., Dept. 0, 6537 Russell St 
Detroit 11, Michigan 








The Olivetti Automatic Carriage Printing Calculator calculates, 
prints desired figures on business-forms, moves to the proper 


columns—all automatically. Performs a series of selected opera- 
tions; the series can be quickly changed; each individual operation 
can be varied in 173 ways. With platen split, it also prints on tape. 
Write Dept. FL, Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36, New York. 
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PHOTOCOPIER 
Photo Products Co., 15 
Chatham, N. J., 
Photo Copy 
22 Ibs. and 


fumes, It 


General 
mit Ave 
portable 
which 


no exhaust 


Sun 
makes the 
M if hin 


ré quires 


Bantam 
weighs only 
pipe tor ean be 


easily curried by grasping a convenient 


The 


one-unit 


handle on the. side. 4antam, an 


automatic dry process, machine, 


needs only to be plugged into an elee 
outlet. No 


there’s no 


trical darkroom is required, 


and washing, fixing or dry 


ng. It makes up to 90 copies per hour 


on sheets up to 9” wide. by any length, 


one or two sides, 
it. Firms 


forms can use the 


Anyone ean operate 


using eolor codes on their 


sgantam to make pho 


defi 


developer, any 


from color without loss of 


tocopies 


nition. By using color 


eolor background can be made, Com 


plete above address. 


| nformation trom 


TRIPLE-DUTY BRIEF CASE 
Br ond 


makes the 


Carlton 
way, New 
Triplet 


Brief Case Corp., 736 
Yorn 3, N. Y.. 
which is 19’ 


Srief Case long, 
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PEERLESS IMPERIAL 
Carbon Paper Ribbons 


make impressions that count! 


When an important piece of business 
depends upon a letter—make a good 
impression with a PEERLESS IMPERIAL 


Carbon Paper Ribbon. 


This fine rag tissue is strong enough 
to prevent cutting through. It turns out 
clean, uniform, dignified letters that 
even Mr. Grouch will approve. Try a 
few ribbons. Order from your Dealer 


or write to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 


36 Peerless Place, Newark 5,New Jersey 
WY. Office: 13, 110 Franklin St 


Te Me 





TAG ADDRESSING 


2” ring binder 
ing the Triplet 
for a wide 
vinyl plastic at 
available in top 
LABEL ADDRESSING . oe 
Further informati 
PRINTS POSTCARDS 


= DESK SET 


PACKAGE MARKING 
with “Form-Cut™’ Stencil 





All this and more “with the ORIGINAL 
Hand Stamp Stencil Duplicator. At Of- 
fice or Shipping Room Supply Dealers. 


ULTISTAMP 


STENCIL DUPLICATOR 


MAMUTACTURED ONLY BY TAMP C NORFOLK, ViEGiE : , ; 
Sees ~ — flint and is an entirely separate unit con 














‘ 


nected on a 30” extension 
COTTERMAN TUBULAR > aengprcallanget mdi 
WELDED STEEL the user to offer the 
SAFETY LADDERS across the desk. Ihe 
For Filing Rooms, 
Stock Rooms, Vaults. sw 
Strong—Easy to Move, tions. The sink travs 
Easy to Climb. 
Mounted on Swivel Brake or odds and ends, 
Casters which allow the tad- or regular gs mounted to t] } , 
der to be rolled freely when ry Ee ae OM 
ne one is on it. When you swivel holders The ornamental spigots 
step on the ladder the rub- : nes eat “r4 
ber cushioned legs rest on are a humorous novelty. The Timeliter 
the floor and prevent roiling. ~ 4s ¢ r ] 
Mads in 7 heights—3 widths. 0) operates automatically ¢ 115-volts, 
Send for Cireular 53-0 and 60 cycles AC, 100 watts. tail from 


TTER) 
'. 0. COTTERMAN, Mfr. $4.95 to $49.95, de pending on model, fin 
4535 N. Ravenswood Ave. 
Chicago 40, 111. ish 


easily focused an 


The pen sf 


and qual ty of pens. 
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NEW -« FASTER - 
EASIER - Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into '/,” strips—in seconds. Machine is a 


typewriter-size, portable desk model with full //, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET SALEM, OHIO 


Your paperwork problems with an integrated 
management service. A plan that offers all 
or any one of the following services to assure 


your company timely quality paperwork at 
minimum costs: 


PAPERWORK MANAGEMENT AND WORK SIMPLIFICATION SEMINARS 


SYSTEMS FOR: Forms Control and Design 
Reports Control 
Correspondence Management 
Operating and Policy Manuals 
Mail and Files 
Streamlining Creation of Records 
Proper Use of Office Equipment and Space 
Disposing Non-Current Records 
Operating Record Depositories 


WRITE MILTON REITZFELD, PAPERWORK SPECIALIST, AT: 





2233 Baylis Avenue 
Elmont, New York 
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SAVE TIME - MONEY 
Use Atlas 


Complete Vertical Filing Systems 
for 


© NEGATIVES 

© OFFSET PLATES 
© STENCILS 

© X-RAYS 

© ART WORK 

© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 
and Patented 


EGA-PLATE HANGER Sscoer 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 


Cleveland 10, Ohio 


Che yu” 











AMERICAN SPEED SET 
Gear Construction Numbering Machines 


Model 43 


Wheels engrav- 
ed with figures, 
letters, frae- 


tions, etc. 


Any Number 
Quickly 
Brought Into 
Printing 


Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—-105 W. Medison St., Chicego 2, II! 





PHOTOCOPY PAPER 
American Photocopy 
1920 W. Peterson Ave., 


eloped Sensi-Trol 56 to balance 


Equipment Co., 
( hicago 26, iil. 


has dey 
] 


and control variances in light, temper- 


ature and other operating conditions in 


copying with any type photocopy equip 


ment. This makes the job easier, faster 


and sure! consistent results in 
photocopying any pe or color original 
under a wide range of operating condi 
tions. Apeco Sensi-Trol 56 papers elimi 
nate waste and produce blacker blacks 
on whiter whites with no quality diss 
filing. A folder 


sal ple swatches of the complete 


pation from heat or 
COntTains 
Apeco line of photocopy papers is free 


from above address. 


STEEL DESKS 
Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. i 
Aristocrat Steel Desk Line, 


own plants, designed to 


announces the 
built in their 
meet newly de 
veloped ideas in office design and decor. 
In addition to the exclusive Remington 
Rand 


available in 


Gravrite color, all units will be 
Heather Beige and Surf 
Green with other colors available on a 
special basis. All edges and corners of 
Aristocrat products, both 
ooth, and appearance 


inside and out, 
are rounded and s1 
of the desks and the 
drawer pulls with a recess 


tables is further 
enhanced by 
behind the pull for added finger room. 
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Tops, pedestals, 
panels and bases are 
units and can be 


different 


drawers, 


bac k 


basic 


panels, 
available as 
assembled to produce 


sizes types of desks and 


and 
tables. 


Seales are identified on the 
held to a minimum for a 
calculations, 


eursor and 
maximum of 
length 27° 


faced metal, 


Average scale 


Division lines are on white 


This also simplifies replacement 
of units damaged in use. Tops are heavy 
gauge furniture steel, reinforced under- 
neath with inverted box 
specially formed 
vide 


channels and 
steel members to pro 


greater rigidity and = sturdiness; 


covered with 

with the 
permanently 
Literature 


linoleum harmonizing in 
finish of the 
cemented to the 


from 


color desk and 


steel 


ress, 


top. 
abov e add 


CIRCULAR SLIDE RULE 
Lithocaleulator Co., 31 St. 
Areadia, Calif., offers the 
man’s Calculator, a cireular 
which computations are 
dialing the 


Joseph St.. 
Eekel Lay 
slide 


made 


rule on 
by simply 
numbers with the 
lockable. Seale 
bers face the 
The answer 


eursor. The 
eursor 1s division num 
a clock dial. 
runs off the scale, and 


at the 


precision spat ed and of precision fineness. 
Deci-trigonometric 
back. 


address. 


NC Al NUMBERED — 


operator as on seales are on the 
never Price $9.95 postpaid from above 
is always read same stop position, 


lag =~ yx 


SAY METHODS & SYSTEMS MEN 


“Found! The vital link that perfects property 
control. One type of tag, one method of mount- 


“7 
ing, uniform “out-front” placement and legible 


je 14 387 387 ,) numbers . . . outstanding attributes of this in- 


re ao novation in the tagging of furniture, fixtures 
— zrreeer ; and equipment.” 


ae NO SCREWS, RIVETS, TACKS OR TOOLS 


Lustrous .016” Satin Aluminum “SERIALLY NUM- 
BERED AUTOGRAPHS" are much more durable 
than foil or paper labels . .. more impressive and 
easier to use than conventional “tags.” Simply 
brush solvent on the adhesive backing and press 
inte place with your fingertips. Mount them in 
seconds on both smooth and crackle finish surfaces. 


METAL 


MASON CITY, IOWA, 





SOLVENT - ACTIVATED hon oh, / 
ADHESIVE BACKING 110 


WRITE TODAY 
for FREE booklet, “HOW TO PERFECT 
PROPERTY CONTROL.” We'll include 
“try before you buy” samples. 


ine. 
U.S.A. 


THe Orrice—August, 1955 





PAPER PUNCH mounted on its own stand up display 
New England Paper Punch Co., Natick, ecard, ideal for self-service selling and 
Mass., announces that eye-appealing 
and individual display ecards for 


counter or window display. Packed one 
dozen to a carton. Suggested retail price 


is 60e each. 


PAPER GLUE 
Glutex, Ine., 2063 East 37th St., 
3rooklyn 34, N. Y., makes Glutex ad 


hesive, featuring a ball valve applica 


each unit have stimulated the sale of 
their Clix One-Hole Paper Punch. Now tor on the tip of the collapsible metal, 
| colors, each Clix and said to effectively bond paper to 


available in assorted 
Model 100 One-Hole Paper Punch is wood, glass, metal, acetates, plastics, tile, 


3 poputar LABELING pPropucts 


— —— PERMA-STIK, the self-adhesive tube or strip-like 
label holder that is now open on three sides for 
reater utility. It will hold a card many times 
its own width. Very easy to use. 
FOR BINS AND SHELVES—Available in three sizes 
PS-/o '//'x6”" 30c per ft. PS-34 34’’x6” 35c per ft. 
PS-| I'' x 6" 40c per ft. 














FOR RING BINDERS 

Smooth finished, durable metal construction— 

celluloid window protects and keeps label clean. 

Neat uniform appearance—iasts indefinitely. 

80-1! for i” Ring Books..................25¢ each 
$0-i'/ for Ye" Ring Books 30 $0-2 for 2” Ring Books 35e 


SLIP-ON LABEL HOLDERS _| 








FOR POST BINDERS 
There is a Vinyl! Plastic Label Holder for every type 
of open back binder. Will not warp or curl—made to 
Slip-On any size post. 
PBS—/,"_ x 2," ... $0.20 each 
PBM—i"" x 2/7." ............ .25 each 
ge 30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty 
171 2nd St., San Franeisco 5 
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feather and other articles. Primarily for 
use with paper, it is an instant-drying, 
pressure-sensitive, rubber-base, liquid ad 
hesive. It is nonflammable and non 
toxic and, while it grips firmly, it can be 
peeled apart. Excess glue can be rubbed 
off with the fingers. Glutex comes in 
l-oz. and 3-0z, tubes and retails for 59e 
and 98c, respectively. 


5/16” STAPLE 
Arrow Fastener Co., 1 Junius St., 
Brooklyn 12, N. Y., has added a 5/16” 
leg length staple size to their line of No. 
T-50 Gun Tacker Staples. This staple 
size was produced for specialty trades, 
industry and do-it-yourself applications 


as insulating, ceiling tile, siding, roofing, 





upholstering, flooring, packing and ship- 
ping, etc. Manufacturer claims that many 
applications require a specific size staple 
for best results and using a longer leg 
staple than is necessary may not drive 
the staple home flush. Thickness of ma 
terial should be measured to allow ap 
proximately 3/16” for penetrating wood. 
Addition of the 5/16” staple size now 
makes available five sizes: 4”, 5/16”, 
3%”, %” and 9/16” for most every nail- 
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] Numbering Machine 
(} Jobs go Faster... 





Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest 


WM. A. FORCE 


ZIiIO NICHOLS AVENUE, BROOKLYN @ 





3 PHONE "Sotver_ 





I. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











for type that 
sparkles like 


i | 


it N : SSS“ 
Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blive carton on 
your dealer's shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


60¢ at all stationers and typewriter dealers 


RING BOOK LABEL HOLDERS 


= 


DIFFERENT COLOR 
INDEXING CODES 


Fit all ring books. Made of finest plastic and 
uaranteed for years of use. Six different color 
— are available with an assortment of color 
or white inserts. Write for literature and prices. 


PERMA PRODUCTS CO. 
Box 625, Detroit 6, Michigan 





ap} heation. i} No r 50 Tacke» 


nted and 


Staples made of 


CHANGEABLE CHAIRS 
B. L. Marble Chair Co., 
makes the 


3edford, Ohio, 


Convertible line of swivel, 
arm and side chairs designed by Gordon 


Hrach. Chairs’ backs can be 


removed and with a 


seats and 


ré placed screw 
wood or 


that 


choice of 


backs 


driver Made in 


upholstered and 


scats; 


upholstered, solid or pierced wood 
Modern 


rubbe I covered 


Swedish Upholstered seats 


with choice 
Naugahydes, 36 Schu 
Jedford 


possible 


have foam 
of 70 leathers, 20 
grospoints or 


macher fabrics, 


cords. User has hundreds of 
dealer can 


stock, at 


color combinations and give 


immediate deliv ery from regu 


lar price. Color combinations later can 


be changed : w if user redeco 


rates. Dealer’s inventé investment is 


relatively low omplete information 


from above address. 


PAPER CUTTER 

Lith, Inc., 145 West 45th St., 
New York 36, N. Y., offers the Mi- 
chael 14” Paper Cutter 
which is operated manually and will cut 
a 2”-thickness of paper sheets. Of all 
steel construction with detachable, hol 
low ground blade, automatic safety latch, 


Michael 


Professional 
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1 


balanced lever and adjustable back 


ees Ideal BUSINESS GIFT 


deep and 344%” high including handle. 


Desk Organizer 


Keep things 
at your fingertips 


Slim for desk @ Flat for travel 


@ avoids desk clutter @ 9%" x 11% 

. accommodates letter 
@ genuine vinyl plastic, 
e . size stationery 
looks just like the heavy 


grained, fine calf leather ® with strip of gold-leof 


for personalized 
@ executive block, brown signatures or individual 
navy blue name, gold stamped on cover 


Samples ovailoble by request on business 
; . . . letterhead. $3.50 postpaid 
Cutting width is 141%”, Inside cutting 
length, knife to back gauge, is 13%”. h CORPORATION 
Prices at $198 f.o.b. N.Y.C. 1) White &., N. Y. 13, N. Y. 





Qo r 
UW \ ene Ba 


ACCURATE DEPENDABLE 





different 2. 
y reuadie ang pos ve 
ed witl changeabd e 
36s oF tixed die 


jraved to order 


complete 


dating and numberir 3 mact 


AJAX TIME STAMP CO., INC. 
Manufacturers 368 BROADWAY, NEW YORK 13, N. 
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EWS 
of the Office 





Charles R. Israel, 
treasurer. Aero 
Mayflower Co., In 
lianapolis, was 
elected president o1 
National Assn. of 
Cost Accountants 
for 1955-56. The fol 
lowing were elected 
vice presidents: 
Atkin 

s0n, V1¢ce provost 
and treasurer, Temple 
delphia; Thomas P, 
and assistant treasurer, Richards-Wilcox 
Mfg. Co., I)].; Milton Hudders, 
vice president, secretary and treasurer, 
Recording & Statistical Corp., New York; 
Moritz E. Pape, general auditor, Pacific 
Division, 


Sterling K. 
Charles R. Israel F 

University, Phila 
Fleming, controller 


Aurora, 


Indus 
Robert C. 
Perry, controller, New Products Division, 
Works, Corning, N. Y.; 
Nicholas St. Peter, divisional controller, 
Hyatt Div., General Motors 
Corp., Harrison, N. J.; J. Kiernan White, 
assistant secretary-treasurer, Murray Co. 
of Texas, Dallas, and Leonard O. Zick, 
president, treasurer and general manager, 
Allen Electric & Equipment Kala 
mazoo, chairman of the board of C. M. 
Hall Lamp Co., Detroit and a director of 


Consolidated Chemical 


Inec., San 


tries, Francisco; 


Corning Glass 


searings 


' 
( 0., 


Canadian Motor Lamp Co. 


Annual Systems Meeting 


The Systems & 
America, ‘‘the 
management,’’ has announced 
site for its 8th 
Meeting. 
ference to be held at the Sheraton Cadil 
lac Hotel, Oct. 10-12, is Dar E. Tisdale, 


Assn. of 


scientific 


Procedures 
workshop of 
Detroit as 
International Systems 


General chairman for the con 


136 


Pioneer Specialty Co., Dept. O, 6537 Rus 
sell St., Detroit 11. 


rations for an ex 


Assisting him in prepa 
pected 1500 registrants 
Peck 
chairmen. Overall 
Frank W. 
Program for the general sessions 
Valade. 
David D. Merriman is in charge of semi 
William A. 
of 50 systems exhibits to be displayed at 
Louis C. Doyle will han 
Myers, publicity. 


are Lawrence M. and Edward C, 


Hagen, general vice 
program planning chairman is 
Kngle. 
has been arranged by Robert E. 
nars, Boesch is in charge 
the conference. 
dle finances; James E. 
Myron D. Higbee will handle 

tion of the program. Wendell E. 
hotel and 
arrangements. Other 
chairmen are William FE. 
Rule. Wendell 


secretary of the planning committee and 


publica 
Morris 


will coordinate industrial 


seminar committee 


Renner and 


George H. Fathers is 


vice chairman for registration and fi 


nance, 


Electronics Symposium 


Automatic Production 
national sym- 
develop- 


Electronics and 
will be the theme of a 
posium on current technical 
ments, social and economic implications 
and the outlook for automation, Aug. 22- 
23 in San Francisco. Jointly sponsored 
by the National Industrial 
Board and Stanford Research 
the meeting will 
Western Electronic Show and Convention 
scheduled for Francisco the 
week. Details from National Industrial 
Conference Board, 247 Park Ave., New 


York iJ 


Conference 
Institute, 
precede the annual 


San same 


Records Conference 


Robert A. Shiff, president, National 
Records Management Council, announced 


that the 2nd Annual Conference on Re- 
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your 
Craveling Man 
is 
your Company 


HIM THE PRESTIGE AND STATURE OF TRAVELETTER SYSTEM CREDIT 


Is your company alert, aggressive, proud of its products and reputation? Then, 
naturally, you want your traveling man to reflect these characteristics. In order 
to do so he must develop the feeling of being an executive. 

Traveletter helps accomplish this. By enabling your traveling man to reimburse 
himself, it implies your confidence in him, puts him on the management team 
It saves his time, eliminates any need for self-financing. It has been shown time 
and again to build morale, improve attitude, increase efficiency. 

The Traveletter System, moreover, is foolproof and completely safe. It has 
further benefits for you in that it simplifies home office accounting, reduces 
cash advances, ends the need for expense checks, and gives you greater control 
over travel expenses. Used by large and small American industries for more 
than 60 years, its renewal rate among users is greater than 96.5%! Here are the 
names of a few of those users — 


Hughes Aircraft Co. American Machine & loundry Co. 

GMC Truck & Coach Division The Bristol Co. 

Bayer Co. The Foxboro Co. 

W yeth Laboratories Olin Mathieson Chemical Corp. 

Wm. Wrigley, Jr., Co. Pocket Books, Inc. 

International Cellucotton Davis & Geck, Inc. 

Valspar Corp. Lionel Corp. 
We'd like to send you a fully descriptive brochure that will show you specifically 
how Traveletter can directly benefit your traveling men and your company. 
Write Traveletter Corporation, Greenwich, Conn. 


TRAV ELET TER 
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now... 
erase errors 
magnetically 


as you DICTATE 


with the new 
Comptometer® magnetic 
dictation machine 


Here is the greatest improvement in 
dictation’s 68 year history! Dictate as 
easy as talking. Make an error—re- 
word a phrase’? It’s no problem. Simply 
backspace and re-dictate the new or 
correct thought. It is recorded as the 
old erases itself, magnetically. You'll 
hand your secretary perfect dictation 
she will transcribe faster and better. 
Only magnetic dictation gives you this 


new freedom and simplicity 


RE-USABLE BELTS NEVER WEAR OUT! 


Comptometer’s Erase-O-Matic belts, made 
from miracle Mylar*, can be re-used thou- 
sands of times—a tremendous economy. They 
renew themselves, magnetically, in just three 
seconds, without removing from machine 


HI-Fi VOICE REPRODUCTION 


Comptometer’s magnetic dictation means high 
fidelity—true, authentic reproduction of your 
voice, making it easier to understand for 
faster, more perfect transcription. 


° PONT S TRADEMARK FOR ITS POLYESTER FiL™ 





YOU ARE INVITED TO TRY THIS YEARS-AHEAD COMPTOMETER 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 


Comptometer Dictation Division 
Felt & Tarrant Mfg. Co. 
1715 Marshfield $t., Chicago 22, Illinois 


Gentiemen: Without any cost or obligation please 
arrange [}) FREE DEMONSTRATION 
FREE 10 DAY TRIAL 
] Send complete information 


NAME TITLE 
COMPANY 

ADDRESS 

CITY COUNTY 


DICTATION'S 
GREATEST 


TRIUMPH! 


The first dictation 
machine with 
fragile wax cyl- 
inders that had to 
be re-surfaced 


1939 


The first record 
type dictation 
Disadvantage 
costly, breakable, 
only one use 


1948 
First flexible 
plastic belt. A 
definite advance, 
but still costly, 
one use 





+ topay 


The amazing 


/ Comptometer 


Erase-O-Matic 
belt. Never wears 
out, can be used 
indefinitely, er- 
rors can be erased 
magnetically 


The new Comptometer Dict 
tion-Transcription Machin 
the world famous Comptomet 
Adding -Calculating Machi 


Machine are products of Fel 
Tarrant Mtg Co..Chicago22 





cords Management will be held Sept. 
19-20 at New York University. This year 
it will highlight the integration of paper 
work controls, with emphasis on the role 
of electronic Details 


NRMC, 555 New 


from 


York 17. 


equipment, 
Fifth Ave., 


Helps Boys 
William G. 


assistant 


Lee, office and 
secretary, Bell Savings & Loan 
Man 
was elected 
Optimist Club of Chi 
motto is ‘fA Friend of the 
they raise funds for 
boys; them to 
workshops and 


manager 


Assn. and long active in the Office 
Assn. of 
president of the 
Their 


and 


agement Chicago, 
cago. 
soy’? under 
send 

their 
athletic supplies for gyms. Mr. Lee has 


privileged camps, 


buy equipment for 


ife and four daughters. 


Future Purchasing Office 

With 
Business Show 9307 
69th 7 Ist 
Oct. plans for the show’s appear 
New York 1956 


are under way, Rudolph Lang, 


1955 National 
New York’s 


Armories for 


space for the 
sold in 
and 


24-28, 


Regiment 
ance in the Coliseum in 
managing 
feature of the 
be the Offices 


director, announced, <A 


opening Coliseum show will 


of Tomorrow and architects are already 


what 
might be a typical and efficient purchas 


at work designing and laying out 


ing department layout of the future. Mr 
Lang said, ‘‘We have chosen a purchas 
ing department to demonstrate the ad 
vances in the office equipment and supply 
field because that department 
that are 


businesses and to 


represents 
large 


Solu 


problems common to all 


most small ones, 
and problems 
benefit a majority of 
look to National 


Business Show for the last word on office 


kinds,’’ 


tions of lavout procedure 


here will yreat ly 


the people who 


problems of all 


Grand Rapids Elects Fell 


John K. Fell, recently 
rector of sales of R. C, 
Machines, Ince., 
the Grand Rapids chapter of 


appointed di 
Allen 

was elected president of 
National 


Business 


August, 1955 
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Office Management Assn. His election to 
the NOMA office coincided with the an 
nouncement by R. C. Allen’s 
of the board, of his appointment to the 


chairman 


top sales administrative position at R. C. 
Allen Machines, Ine. Mr. Fell 
has been associated with R. C. Allen 19 
as controller for the 


3Jusiness 
years, and served 


past 14 


years. 


Bargaining Session Film 


film made of a union 


contract 


The first 
management 


ever 
bargaining session 
was released by American Management 
Assn. The 16-mm _ black-and 
white sound picture, ‘‘ You Are There at 
the Bargaining Table: Collective Bar 
gaining In Action,’’ 
circuit telecast presented at AMA’s mid 


50-minute 


18 based on a closed 


winter personnel conference and shows 
part of the 1955 eontract talks between 
Rogers Corp., Conn., and the In 
Brotherhood of Pape rmakers 


Rogers, 
ternational 


(AFL). 


SPAA Officers 


The Systems & 
America last 
officers for the 
L. Smyth, 
authority with the 
Bank of Chicago, is president. 
Pfizer & 


vice president. 


Procedures Assn. 
announced its 
forthcoming year. 


month 
tional 
sruce systems and planning 
Reserve 
Allen Y 
srooklyn, N , = 1s 
pecretary 1s Stephen nf 
Forbath, Dennison Mfg. Co., Framing 
Mass. ; John W. Hulen, 


Stores, Francisco, 18 treasurer 


Federal 


Davis, Co., 


ham, and Safe 


way mean 


Coffee Money Employee Fund 


The ‘‘ten-minute’’ coffee break at 
Perey Wilson Mortgage & 
take 


for elevators and the 


Finance Corp., 


Chieago, used to 21) minutes. En 


ployees waited 


restaurant often was crowded Then 


Richard KE. Delaney, secretary-treasurer, 
instituted this The 
coffee and sweet rolls brought in, paying 
5e a cup and 


idea. company has 


entire cost. Employees pay 


nickel for a roll. All money goes 


another 





This 4 eg: 0 


ink says 


NO’! ¢ 


Offset 


Smear rH: 


NO Slip-Sheeting 


CANODE DRI-RITE 


The easiest-to-use duplicating ink 

on the market! 

Highlighting these quality extras: 

@ No oil creep in pad 

@ Will not harden the pad 
any climate 

@ Will not clog pads, harden in 
cylinders or damage stencils 

@ For both open and closed 


drums 
@ PERFORMANCE GUARANTEED! 


Write Today for Name of Your Nearest Dealer 


INK SPECIALTIES CO., INC. 


519 N. Halsted St. @ Chicago 22, Ill. 





into an emergency fund. Instead of pass 
ing the hat for a worker who is ill, or 
who has a death in the family, the fund 
is available. A special bank account was 
set up, administered by an employee 
committee. In a year it grew to nearly 
$400. The company set aside a small 
room for sociability, where no more than 
six gather at a time. Breaks are actually 


ten minutes and work runs more smoothly. 


NACA Western Conference 

The western regional cost conferenc: 
of the National Assn. of Cost Accountants 
will include an exhibit of office equip 
ment and supplies. It will be held at the 
Fairmont Hotel, San Francisco, Dee. 1-3. 
Thomas W. Parham is general chairman. 


Cincinnati Business Show 


The Cineinnati Office & Susiness 
Equipment Show will be held in the 
Hotel Sheraton-Gibson roof garden, Oct. 
25-26. Lynn P. Carlson, 3425 Jane Ave., 


Cincinnati, 1s general chairman, 


Layout Specialists 

Abe Itkin, treasurer of Itkin Bros., 
New York, announced formation of It 
kin, Affrime, Becker Design Associates, 
Inc., a professional organization special 
izing in office layouts and industrial de 
sign services with offices at 290 Madison 


Ay S., New York. 


Record Groups Elect 


The Detroit Records Management Assn. 
elected the following officers for 1955-56: 
John F. X. Britt, Ford Motor Co., presi 
dent; Vernon L. Beal, Michigan Histori 
cal Commission, Ist vice president; War 
ren A. Cook, Michigan Bell Telephone 
Co., 2nd vice president; Clara McLaugh 
lin, MeLouth Steel Corp., 
retary; Grace Gardner, Harper Hospital, 
corresponding Philip M. 
Fisher, Kasle Steel Corp., treasurer. 

The Records Management Assn. of 
Milwaukee elected the following: Elsie 


recording Rec 


secretary; 
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New 


ae oo 


Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The new Victor Mult-O-Matic is the 
only machine with completely auto- 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli- 
cand, multiplier and answer are 
printed on tape. No other confusing 
figures or symbols are printed 
Simplified automatic constant lever 


lets you multiply same figure repeat- 
edly without re-entering each time 
New total transfer button lets you 
retain a total in the machine so that it 
can be multiplied by another figure 
Don’t wait. Call for a free tryout! 
Look under “‘V”’ for Victor in the add 
ing machine section jn your classified 


phone book or write 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Manufacturers of Business Machines, Cash 
Registers, Business and Industrial Systems, 
Electronic Equipment and Electri-Cars. 


New 
Automatic 
Constant 
Lever 


Total Transfer 


Button 


NEW! Victor Calculator 


New 


Select-O-Matic 
for Automatic 
Totaling 





FILE "EM FASTER... 
FIND ’EM FASTER! 


MIM-E-O 


STENCIL, NEGATIVE 
& MASTER 


% VO 
FILES 
ABA 


SIMPLIFY vour filing 
of Stencils, Offeet Negatives 
Masters! MIMEO 


hold 2 


and Patented Spring 


Clips at a time save space, 


identify contents ot ai glance A 


size 
hold from 


for every office, to 


WRIT! 


0 to 1000 


units. TODAY for illustrated 


Brochure. 


MIM-:E-O STENCIL FILES CO. 
1219-21 W. Chestnut St., Chicago 27, ill 


KY, 


with the 


MASKING and 
SET UP TIME 


t= BASE LINE 


MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


) For MULTILITHS 
\ No. 1200, 1300, 50 
=> DAVIDSON No. 221 


— 
ee 
Ate cS 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line Mask- 

inc Sneet! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and model press! 


LITHO ENGINEERING & RESEARCH 


3237 Eastlake Ave. 


Seattle 2, Wash. 





} 
| 
| 





Matthews, 
Koenings, 


Ladish Co., 
Northwestern 


president; Marie 
Mutual Life In 
lent: Adelaide 
Motor Co., re 
Halladay, 
corresponding sec 


West, Aller 


surance Co., vice 


presi 
Harley-Davidson 


t} 


secretary; (Ca erine 


( offelt. 


ee Ce 


gradiey Co., 


Courses in Illinois 
want to 
abilities et 
short 
n their 


Illinois businessme 
their mi 

course 

own 

rogram of the 

; of Busi 

Manage neet 


fic needs whicl 


ness 


nent, 


speci Husinessmen 


outline themselves, fiv seminars, 


each dealing with a sing hase of man 
nent, may be 


nArrange groups 


o! ) or n 


ber of 


ore through tl 


Commerce or other organization. 


For Korean Children 


American soldi for sup 


schools and 


ve Koreas two 


brought quicl ‘tion fron 
Price, 

Pencil Co., 
the 


newspaper 


orphanage s 
David | 
Kagl 


eils 


general sales on anager, 
who shipped 5000 pen 


the 
1ks, paper, 


day he saw notice in a 
Notebor 
rulers, ete., are needed and can be 
to Pfe. Joel Has & Has Co. 
PIO 32nd APO 7, 


Francisco. 


pens, ink, 
sent 


Feinstein, 


Infantry, 


FIRST manually operated folder with 
fully automatic feed! 


4 


= a ‘ 
wi) fen Ob rehire 


DESK MODEL FOLDING 


WEW 


FULLY 
GUARANTEED! 


IMPROVED 


MACHINE 


PRINT-O-MATIC CO., INC 
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Easy on the Eyes 


HE YOUNG LADIES appearing on 


our cover are finalists for the title 


Miss EK ye-Ease ot 1955, according to 
Nationa! Blank Book Co., makers ot 
green Eye-Ease record keeping forms. 
Designed as a salute to the millions of 
attractive, “Easy on the Eyes” em- 


thousands of photographic entrants. 
Finalists were chosen for their attrae 
tiveness, neatness and businesslike ap 
pearance by a panel consisting of Kath 
leen Berger, dean, Chandler School for 
Women, Boston; William Nelson, as 


sociate personnel director, John Han 


ployees in American offices, 


Kye Ease Selection ol 


Miss cock Lite Insurance O.. Boston: 


drew Paul O. Shields, Reuben H. Donnelley 


No more waiting 
for morning mail! 


Electric model LE, 
illustrated, safely, easily 
trims a hairline edge off 
any kind or size of 
envelope...opens a 
whole morning's mail in 
a jiffy. Other models, 
hand or electric 
FREE: Handy desk or 
wall chart of postal 
rates, with parcel post 


map and zone finder 


THe Orrice—August, 


Waiting for mail to be opened by “hand 
and dagger” wastes precious early morning 
minutes in many an office. A Pitney-Bowes 
MailOpener will open all the mail in a jiffy 
pay a real profit in time saved and convenience 
Ask your nearest PB office to demonstrate, o1 
write for free illustrated booklet and postal 
3453 Walnut 
St., Stamford, Conn. Originators of the 


rate chart. PITNEY-Bowes, IN«¢ 


postage meter. 94 offices in U. S. and Canada 


PITNEY-BOWES 
MAILOPENER 





Co., New York. Each finalist receives 
$200 and cash prizes of $100 go to the 
ten stationers’ salesmen whose names 
were on the finalists’ entry forms. The 
final winner, Miss Eye-Ease of 1955, 
will be selected by vote of National’s 


IMOGENE WILLIAMS 
Billy Mitchell Village, Inc. 
San Antonio, Texas 


ERMA PASQUE 
Mountain View Dairies, Inc. 


Long Beach, Calif. 


JACQUELINE C. SHIELDS 
Stanley L. Gedney Jr. 


East Orange, N. J. 


NANCY MARIE SHEA 
Robbins & Myers, Inc. 
Springfield, Ohio 


zing FALTEX 


ANN WILSON 
Mountain States Tel. & Tel. 
Phoenix, Ariz. 


PAT FOWLER 
Delta C & S Airlines 
Atlanta, Ga. 


dealers. She will receive an additional 
$1,500 and her sponsoring stationer 
salesman an additional $500. Her name 
will be announced next month. 
Following are the names of the 


finalists as they appear on the cover: 


PEGGY REED 
Russell-Miller Milling Co. 
Minneapolis, Minn. 


BARBARA J. DUNBAR 
Bendix Aviation Corp., Pacific Div. 
New York, N. Y. 


TERRY ARMSTRONG 
Moser Realtor Co. 
Dallas, Texas 


KAREN J. JORGENSEN 
D. K. MacDonald & Co. 
Seattle, Wash. 


Letter Folder and Opener Combination 


NEW AUTOMATIC FOLDING FEEDER 





FOLDS e SCORES ¢ PERFORATES 


FOL LDS SEVERAL 


r without 


SHEETS 


Aut 


3 we 


: Variable Speed Motor!! Write Today!! 
LANSDALE PRODUCTS CORPORATION 


DEALER 
OPENINGS 


BOX 568 





NEW (Never Used) 
MACEY COLLATOR 


8 Station I1''x!7" 


$7500 


with Offset Delivery Unit 
Conveyor Tape Delivery 
Macey Stapler 


American Graphic Arts Machy. Co., Inc. 
132 Nassau Street, New York 38, N. Y. 
BEekman 3-7335 Py ULster 7-2941 








LANSDALE, PA. 





Secretaries Love It! 


THE LOW COST LIBERTY 
COPYHOLDER. Holds 
copy in full view 

makes typing easier... 
speeds work! In 
handsome grey finish 

7" by 9'/."", 5"' base. 


ONLY 
1:38 


EACH 


BANKERS BOX CO. 
720 S. Dearborn St. ¢ Chicago 5, II. 


Own One 
For Every 
Desk 
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National Conference 
& Exhibit Calendar 


Assn. for Computing Machinery, Uni 
versity of Pennsylvania, Philadelphia, 
Sept. 14-16. 

Life Office Management Assn., Edge 
water Beach Hotel, Chicago, Sept. 26 

American 

Hotel, New 


Personnel Div., 
Assn., Statler 
26-28, 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, 
Oct. 1-5. 

Systems & Procedures Assn. of America, 
Sheraton-Cadillae Hotel, Detroit, Oct 
10-12, 

National Assn. of Bank Auditors & Con 
trollers, Denver, Oct. 10-13. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 16-19. 

Office Management Div., American Man 
agement Assn., Statler Hotel, New 
York, Oct. 17-19. 

National Business Show, 
Regiment New 
24-28. 

Insurance Accountants Assn., 
Hotel, Washington D. C.,, 

National Business Forms 
Edgewater Gulf Hotel, 
Park, Miss., Oct. 28-Nov. 3. 

Controllers Institute of America, Statler 
Hotel, Los Angeles, Nov. 6-9. 

Eastern Joint Computer Conference, 
Statler Hotel, Boston, Nov. 7-9. 

Industrial Management Society Time and 
Motion Clinic, Sherman Hotel, Chicago, 
Nov. 9-11. 

American Statistical Assn., 
tel, New York, Dee. 27-30. 


Management 
York, sept. 


Chicago, 


69th & TIst 
Armories, York, Ocet 


Shoreham 
Oct. 26-28. 

Associates, 
Kdgew ater 


4iltmore Ho 





Multilith, Davidson and 
Webendorfer operators! 


STOP Mis-feeds 


with Wale FLOATING NOZZLES! 


Having feeding trouble with your 
OFFSET duplicator? 

Cut waste and operating costs — feed 

tissue, card, book paper without mis- 

feeds! 


Shown installed on Davidson Duplicator 


WRITE for complete informa- 
tion and “Pressman's Paper 
Feeding Guide” packed full of 
tips on paper feeding. 


Wale Floating Nozzles* 
300 Broadway, San Francisco 11, California 


Please send information on Wale Floating Nozzles 
for offset duplicator and FREE COPY 
of ''Pressman's Paper Feeding Guide'’ 


Name 
Company 
Address 


City and State 


*Manufactured by Roller 


Press, San Francisco 


145 





_o NEWS of 
SCV the Industry | 


Underwood Executives Gray Sales Manager 
Philip D. Wag Gray Mfg. Co., 
oner, chairman of producers of Audo 
the board of Under graph Soundwriter 





wood Corp.,an liectation equip 
nounced the election ment, PhonAudo 
of L. C. Stowell as graph central dicta 
chairman of the tion systems and 
board and Fred M.~ specialized commu 
Farwell as presi nications device 
dent. Mr. Wagoner, has appointed Don 
who has been presi ald Hamilton Jr. : 
Donald Hamilton Jr 


Philip D. W n 
» sitet ud dent and then chair- general sales man 
man of the board since 1918 continues ager, it was announced by Walter E. 


as a director, a member of the finance Ditmars, president. ‘‘ Mr. Hamilton brings 


xeecutive to his new position with Gray a wealth 


committee and chairman of the e 
committee. After 17 vears with Dicta of experience in all phases of the dicta 


phone Corp., where he beeame president tion equipment business. His most recent 
in 1927, L. C. Stowell joined Underwood position, as general sales manager of the 
edison V oicewriter Div., Thomas A. 
Edison, Ine., helped equip him with a 
broad background in all aspects of sales 
and service of dictation equipment,’’ Mr. 
Ditmars said. During his 15 years with 
Edison, Mr. Hamilton served in various 


capacit ies. 


At NSOEA Convention 


The president of 

L. C. Stowell Fred M. Farwell the U. S. Chamber 

as executive vice president in 1936, be of Commerce, a sta 
coming president in 1945, Mr. Farwell tioner himself, will 
was executive vice president and a di address the opening 
rector of 8S. C, Johnson & Son, Racine, session of the Na 
Wis. He began his business career with tional Stationery & 
International Business Machines Corp. in Office iquipment 
1928, moving up through the ranks to Assn. convention, 
sales manager of the electric accounting Oct. 3, A. soyd 
machines division in 1935, branch man Campbell, chairman 
ager in Washington, D. C. in 1946, and of the Mississippi 
vice president of LB.M. World Trade School Supply Co., parent company of 
Corp. in 1950. the Office Supply Co. with branches lo- 


A. Boyd Campbell 
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PEECCELECLE 
Sasceee 


3 
‘ 


Regna can print double cash receipts 
(one for store, one for customer). 


IN CANADA: Regna Cash Registers of Canada | 
Ltd., 704 Notre Dame St. W., Montreal, Que 


and Business Equipment Machines, 
King St. W., Toronto, Ont 

OUTSIDE CONTINENTAL U.S.: J 
Lien, Box 507, Bergen, Norway. 


THe Orrice 
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s 


489 4 


anew concept of 
cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailers—surely it is 

the magnificent new Regna DeLuxe! A cash register .. . an adding 
machine . .. a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken . . . virtually 
maintenance-free! And note the Regna’s trim, rounded styling: 

so elegant, compact, unobtrusive. Yet for all this versatility and beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon. 


Visible item indication shows clerk New square-shaped “sculptured” keys 
and customer individual items, total. are far easier and faster to operate. 
A complete stock of Regna Electrically and hand oper- 
parts is located in service ated models with or without 
centers throughout the U. 8 indication. 


une c 3 ee ieee ed 


Regna Cash Registers, Inc. 
176 Fifth Avenue, New York 10, N. Y. 
Gentlemen: 


Please send details and prices on the Regna Deluxe Cash Register 
plus information about becoming a Regna dealer. 














i 
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BFI Summer Meeting 
At a 


Business 


well attended meeting of the 
Institute in New York, 
that costs of paper 
and labor were on the rise. For the first 


live months of 1955, 


Forms 


members reported 


the dollar volume of 


business forms sales was reported up 


about 15°7 over a like period last year. 


Members expressed interest in recent 


institute surveys, including press inven 
1954, 
showing trends 
benefits. A fall 


held Sept. 22-23 at Sea 


tory, balance sheet and ratios for 


and industrial relations 


in wages and fringe 


ht et sD 


Club, Absecon, N. J. 


meeting will be 


view Country 


Buys Steel Division 

Alan Wood Steel Co. has 
the Steel Equipment Div. of 
Corp. of Pa., 
steel 


purchased 
Penn Metal 
which manufactured Penco 


lockers, cabinets and shelving. It 
operated as the Peneo Metal 
Div. of Alan Wood Steel Co., 


Harleston R. 


will be 
Products 
ncecording to 


dent. 


Wood, presi 


Gatewood Joins Taylor Chair 
Taylor Chair 
that E. 
ber i elected Vict 


sedford, 
Howard 


Ohio, an 


Co.. 
nounces Gatewood has 
president. In addition 
to his duties as an officer of the company, 
he will be in complete charge of sales. 
Mr. Gatewood has had 


ence in 


12 years experi 


sales, sales sales 


training and 
with International Business 
1947 W ood 
Institute as executive 
fathered the Certified Office 
directed the In- 
stitute’s production of other dealer sales 
aids. Mrs. Moselle Meals, 
dent, and John A. Hunter, treasurer, be 
lieve Mr. 
felt in 
dealer 


management 
Machines 
Office 
director, he 


Corp. Since with 


Furniture 


Planning Service and 


Taylor presi 


abilities will be 


facet of 


Gatewood’s 
every manufacturer 


relations. 


New Haloid Plant 

Haloid Co. has broken ground in Web- 
ster, N. Y., for the first 
construction 


unit in a long 
Harold 8. 
Kuhns, executive vice president and con 


range program. 


NEW DELUXE 


PORTABLE 
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troller, turned the first spadeful of earth | 
which was preserved in a flowerpot in | 
which ¢ acorn was planted. The sprout 
will be later transplanted on > new] 
Haloid tract. The initial Webster unit 


will be used for xerographie plate manu 


| 
| 
| 


facturing Complet on is seheduled for] 


December, 


Paris Equipment Salon 

The 6th International Office Equ p 
ment Salon will take place in Paris, Oct. 
13-23. One of the largest and most con 
plete office equipment and systems ex 
hibits, the International Office quip 
ment Salon covers over 150,000 sq. ft. 


with over 250 manufacturers demonstra 
ting equipment from 17 different coun- | 


Inforn ation coneerning the show 
had from Salon International de 
I’ quipment de Bureau, 6 Place de Valois 


s 1, France. 


Fisher Pen Co. Expands 

Fisher Pen Co. has moved to larger 
quarters, Paul C, Fisher, president, an 
nounced, The new Fisher faetory and 


warehouse oceup an entire floor at 


More than 500 midwest dealers attended open 
house at the new Philip Hano Co. branch 
plant in Mt. Olive, Ill. Above: Norman L. 
Hanna, general sales manager; E. J. Shepard 
Jr., Edwardsville, Ill.; Arthur Semmelroth, 
Belleville, Ill.; Harold Wassell, Springfield, IIl.; 
E. J. Shepard Sr., Edwardsville; George Kolaz, 
Clarence Winkelblack and Albert Kunz, 
Springfield. 
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HEINRICH DIEHL G.M.B.H. 
RECHENMASCHINENFABRIK 
NURNBERG - STEPHANSTRASSE 49 


WESTERN GERMANY 





w 


g 


¥) 
This summer, learn more about yi 


FORMS! 


Learn all the basic principles of forms design and construction. 
Just published, illustrated with nearly 100 charts, examples and pic- 
tures, the Manual of Business Forms points out the many different 


varieties of forms available for use in business and industrial manage- 
ment. 


For the first time, all the tremendous number 
yy) of available forms constructions are described 
in a manner which allows the reader to select 
the best type for a particular business system. 
Time studies of forms processing operations are 
reduced to efficiency factor figures in easy-to 
read charts which pinpoint the basic advan 
tages and disadvantages of each type of con 
struction. In addition, there are chapters on 
carbon paper, tags, envelopes and paper. Other 
chapters thoroughly cover duplicated forms, 
checks, pegboard forms, autographie registers, 
stock forms, manifold books, and many others. 


The Manual includes many pages of informa 
tive advertising, providing a wide range of 
sources for the reader to use in selecting forms 
manufacturers and suppliers. $2 postpaid in 


U.S.A. 


OFFICE PUBLICATIONS CO. 


232 Madison Ave., New York 16 

















C, E. Sheppard Ady, Manager 


Arthur C, Granger has been appoir 


C. E. Shey 


Columbia Elects Trowern 
etion ot Howard M 
vice president. Mr. Trower? 


nbia n 1909 worl 1g n th 


ia Ribbon & Carbo Mfy. ¢ 


] 
Cle 


us departments of tl factory. 


s World Ws 


ir I ser 


ort anagel 


C. Edwin Williams (second from left), execu 

tive vice president, Bates Mfg. Co. explains 

how Margaret Jones assembles a Bates Tele- 

phone List Finder at an open house for 
employees families. 
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pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spatter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To moke neot erasures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smear. 

Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P. ©. BOX 46464 
BALTIMORE 12,MARYLAND 











MATE Any 


j 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide: $1775 


TAX EXTRA 


PREE TRIAL OFFER. Write, asking us to send you 
@ RITE-LINE Copyholder with the understanding you 
moy return it without charge within ten doys 


4209 39th Street, N.W. 
RITE-LINE CORP. Washington 146) 0.C 





icececrcecrce 


WHO'S GOING TO TAKE HER PLACE? 


With dependable office workers hard to 
get and harder to keep the only answer is 
more modern equipment. If you want to see 
how far mechanization can go in reducing 
your staff requirements, don’t miss this year’s 


NATIONAL BUSINESS SHOW 


OCT. 24th THRU 28th, 1955 1-10 PM DAILY 


RUDOLPH LANG, Manoging Director 
33 West 42nd Street * New York 36, New York 








“Sure, | can refill it! The Uiswtr 1-for-All refill 
fits almost any ball point pen!” 


@ REDUCES 
INVENTORY 


@ PACKAGED 
6 WAYS 


Fits Most Ball Point 
Pens! 


Order fromm We 
YOUR STATIONER | 


fiSHEP PEN CO 


ontrolled Front Feed Stop 
Gives Precision Alignment 
FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 
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iti to be ing export man 
appointes 1 New York branch 


Ditto Advances Selogie 


tto, Ine., announced the appoi 


A. Selogie 


ntment 
as assistant general sales 
administration. 

post is part of 
ment of the 


onwide 


This newly er 
a broad program of 
Ditto’s 
Selo 


operation of 
sales organization. Mr. 
those of W. J. 
ilnistration man 
Atlanta district 
broader 


luties will embrace 
‘ormer sales adn 
has become 

as the 
the sales division’s interest 
and contro! both in the 


in Chicago. 


manager, as well area of 
in operation 
field and at head 


quarters 


State Dept. Consultant 


Walter H. Bieringer, vice president, 
Plymouth Rubber Co., C Mass., 
appointed consultant to the State De 
affairs. Mr. Bier 
in expert in this field for 


anton, was 


partment on refugee 
inger has been 


many years 


Howard Olsen (left), postage meter packer 

at Pitney-Bowes, Inc., receives check for $1,078 

from foreman Alan Mead for suggesting a 

new carton design. He had won $320 for an- 
other idea a month earlier. 
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For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on @ 
“Futuristic” 
5-Star Platen 
for 
YW Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 








CASH REGISTER 


PARTS 
HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL 
ON THE 


NOW! aeKer 
NIPPO 
POCKET 


CHECK 
oe 


NIPPO MACHINE INDUSTRY CO., LTD. 
Manutacturers 
Tenjin-cho, Nishi-ku, Yokohama, Japan 





Genuine Engraved 
puro 





ALABAMA 


$0. 70 


Jewberry a Co. 


1 STREET - BIRMINGHAM 5 











vertise 
to 


£ / ws 
R in........ en 


for 
office equipment 


and supplies 


During 1954 calculating machines 
valued at $743,388 (FOB plant) 

were exported to France from 

the USA. $94,762 of metal office 


furniture went to Saudi Arabia and WAw 
98,636 boxes of carbon paper left for the Philip 
pines. France, Saudi Arabia and the Philippines 


are but three of the 75 countries and regions listed 


below where every autumn OFFICE EQUIPMENT EXPORTER is enthusias 
tically received and acted upon by all office equipment importers, dealers and 
specialists. These countries buy both high and low priced items. 


Afghanistan Canada Great Britain italy Netherlands Sudan 
Alaska Ceylon Northern treland Japan Netherland West Surinam 
Algiers Cyprus Greece Kenya Indies Sweden 
Arabia Denmark Haiti Lebanon New Zealand Switzerland 
Australia Egypt Hawaii Liberia North Rhodesia Syria 
Austria Ethiopia Hong Kong Luxembourg Norway Tanganyika 
Belgium Fintand iceland Libya Pakistan Tunisia 
Beigian Congo Formosa India Madagascar Philippines Turkey 
British East France Indonesia Madeira Isiand Portuguese Africa Union of South 
Africa French Guiana iran Malaysia Puerto Rico Africa 
British Guiana French Africa iraq Malta Siam Viet Nam 
British Honduras Germany treland Morocco South Sea tslands West Indies 
Burma Gibraitar Israel Nepal Southern Rhodesia Yugoslavia 


OFFICE PUBLICATIONS C0. 232 Madison Avenue, New York 16 
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{ nderwood Plans Expansion 


took the major 


derw 


( orr 
rp. 


on 

H: 

on. If 

50.000. Tk 

ird Fic ld, one 
| airports. 
NOMDA Convention 

The Nati 

Machi 

(ssi 


David C. Silvers » BOE art 

ne ) } pal i¢ 
NOMDA activ 
progral 


basi ally 


mere handis¢ 


ted in the different 


structive 


aisceussions 


sub ects 


B. W. Lawrenz, personnel director, Victor Add- 
ing Machine Co., and Carl Buehler, executive 
vice president, received the second annual 
Award of Merit from H. P. Dunsmore (right) 
Research Institute of America, for Victor's 
program of good employee relations. 
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AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in 
jurious to machines. Practic 
ally odorless. Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 gallon 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Galion Drums of AUTOCOPY 
Duplicator Fluid 

Our lithograph cans or your own can 

you supply the labels. Write now for 
our special discount sheet 


- AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ili. 
150 West 26th Street, New York 1, N.Y. 














PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘‘Outlook’' Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 
proves personne! relations 

Send us check you now use and we will submit 
sample Paycheck ‘‘Outlook’’ Envelope and prices 
based on your estimated yearly requirements 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


1 W. Washington Blvd, Chicogo 7 ow 





Proven Profitable by Dealers 
IWDIAN 
Ctudogreyshie 


CASH REGISTER 


Hundreds of Dealers have found the indiana Autographic 
Cash Register profitable to display and demonstrate 
Ideal for all types of business doing over-the-counter 
sales. Sales or payments on account recorded quickly and 
accurately. Sales figures can be kept by commodities or 
departments and are classified at time of entry. All 
records and figures available at end of day for checking 
6 popular models 


Dealers—write for details. 
INDIANA CASH DRAWER CO. 
Shelbyville, Ind 


TYPEWRITERS 
ALL MAKES 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by — for Less 


REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N 


machines, electric typewriters, discount 


house competition, dictating, adding and 


nes. A total of 49 ex 
NOMDA 


caleulating mach 
hibits set a new record for a 
convention. 

Newly elected officers of 
e David C., New 
dent; D. L. Keeney, Jr., Dallas, 
Harold Steinke, Upper Darby, 
Pa., treasurer; Harry Van Zant, Dayton, 
Ohio, secretary. David C, Silvers, 
NOMDA president, is founder and owner 
of American Business Machines Co., New 
York. A successful metropolitan dealer of 
more than 25 years activity in the indus 
try, he becomes NOMDA’s national presi 
dent after 
constructive service 
York chapter. 


for its 


NOMDA in 
York, presi 


elud Silvers, 
viet 


president; 


new 


active and 
with NOMDA’s New 
NOMDA will go to Houstor 


annual convention in 1956 


many years of 


Eastern Appoints Millar 
Harold H. Holden, 


| 
Corp. Bangor, Me., and 
fin, Ez 


president, Kz 
George W. 


manager, 


istern 
Grif 


announced 


istern sales 


Harry C. Peterson (right), assistant sales 
manager, Marchant Calculators, Inc., with 
silver tea service presented to him by C. 
Gordon Peterson (no relation), Boston district 
manager, on Harry's 35th anniversary with 
Marchant. Mrs. Harry Peterson is at left. 
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the appointment of Geo. W. Millar & Co., 
284-290 Lafayette St., New York, as 
franchised merchants for the complete 
line of Atlantic and Manifest fine 
papers. Millar has been supplying 
requirements in the metropolitan 
James F. Levans, 
associated with Mil 
business 


busi 
ness 

paper 
area for 96 years. 
president, has been 
lar for his 
president since 1937. 
ager of the fine 
that the 
tised, nationally 
sulphite bonds 

their 
to Millar’s expanding fine paper division. 


career and 
Henry Krudop, 
paper stated 
addition of a nationally adver 
known line of No, 1 
help to 
impetus 


entire 
man 


division, 


will materially 


round out lines and give 


MacLean Is Vice President 

Charles E. 
\ ideo 
nounced the 


tynd, president, Audio 
New York, 


Iward F, ! 


Products Corp., 
election of Kx 
Lean to vice president in charge 

firm’s Magna-Crest Corp. 
MacLean 


this division for the 


sales for the 
sales man 
past three 
distrib 
Jersey and 


division. Mr. was 
ager of 
years. Magna-Crest is exclusive 
utor in New York, New 
Philadelphia of Thermo-Fax 
Machines, a product of Minnesota 


ing & Mfg. Co. 


Copy ing 


Min 


—the inst poprlae HEM BUSINESS MACHINE 


Four executives of Facit, Inc., with the new 
Odhner statement machine and auto-multiplier 
at the NOMDA convention. L. to r.: Ernst 
Harboe, Chicago district manager; Carl 
Gronhagen, Houston district manager; Heinz 
Hellstrom, northwestern district manager; Karl 
Siewert, vice president and west coast manager. 
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@ BooxKeEePinc 
@ CALCULATING 
@ AccOUNTINGS 


7, repaired or re- 
Tonditioned Write for 
current prices 


860 BROADWAY, NEW YORK (5, N.Y. 


Since 1927 WO 4-1240 © cable: Hodgmach 


MANUFACTURERS OF DURALUMINUM 


HOLDERS sancti 


STYLES 


mG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


COIL SPRING STOCK 


Extension and Compression 
9” and 15” Lengths 
240 different sizes 

diameters: .008” to 

diameters: .050” 


Illustrated price list on request 


ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. J. 


FOR HUNDREDS OF PERFECT COPIES . 
HEYER CONQUEROR 


SPIRIT 
DUPLICATOR =| 


Wire 
Coil 


O41” 


le Amt 





Write for information: 








The HEYER Corp., 1821 8. Kostner, Chicago 23, II! 
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Clary Promotes Munoz 


Bates Representatives Atlanta 


Richard 


Pipy 


wf 





vy SPECIAL OFFER! +x 


Two Leading German 
Office Equipment 
Journals, at reduced 


<A, | i : 
iy REBUILT & | combination rate! 
= : a x3 ic f ner 
i Ma SELECT ROUGH salat caueatite, msttned in oumsan 9040 


Addy) OFFICE MACHINES | ois recess in GeRuan.. 99°55 
= LOW PRICES - HIGHEST QUALITY = | combined only $13.00 
r 


Hundreds always available Th tal Trade J A i 
: $ a our nnua 
from our huge stocks. Write 1 ae cgghiee free 


SE nals keep you up-to Postfree 
= today for price list. Also Office 
j 


ee 
date with the German European 

a addressing and duplicating Appliance market. In regard to subscriptions 
ea equipment. or advertising rates contact our American 
7” F Cable address: ADDBOOKAL } meena 
corer ATLANTIC SERVICE AGENCY 
— INTERNATIONAL | 136 Liberty St. ° New York 6, N. Y. 
Saeeee OFFICE APPLIANCES, INC. fae Tel: BArclay 7950 

\ — 39 326 BROADWAY NEW YORK 7, N.Y. VERLAG PETER BASTEN 


HAnover 2-6700 Aachen, Germany 
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Lansdale Products Corp 
‘ADVERTISERS: 280° 
L 


ee, Roy B. 
Acco Products, Inc 44 Letterex Corp 
Acme Adding Machine Service & Sales Corp Litho Engineering & Research 
Ajax Time Stamp Co Marchant Calculators, Inc 


Allen Business Machines, Inc., R. C 20 Mendes Corp.. J. Curry 
Amberg File & Index Co Metalcraft, Inc 
American Graphic Arts Machinery Co Milwaukee Metal Furniture Co 
American Numbering Machine Co Mim-E-O-Stencil Files Co 
American Stencil Mfg. Co | Minnesota Mining & Mfg. Co 
Modern Business Forms Mfg. Co 
Moore Business Forms, !nc 

O 


Associated Industrial Designers 
Ames Supply Co 

Atias Stencil Files Corp Moore, Inc 

Autocopy, Inc 5 Morris Co., Bert M 

Bankers Box Co Multistamp Co 

Basten, Peter National Blank Book Co 

Bohn Duplicator Corp Nationa! Business Show 
Borroughs Mfg. Co National Cash Register Co 
Bostitch, Inc Nippo Machine Industry Co., Ltd 
Bruning Co., Charles Norta Distributing Cc 

Bud Type Cleaner Co 15 Nu-Arc C 
Bunn Co., B. H. 
Burroughs Corp 


°) 
Office Products, Inc 
Office Publications Co 
Cier-O Type Co Old Town Corp 
Clary Corp , Olivetti Corp. of America 
Cole Steel Equipment Co Outlook Envelope Co 
cotlematic Corp Ozalid, Div. of General Aniline & Film 
Columbia Ribbon & Carbon Mfg. Co Pal Mfa. C 
Comptometer Dictation Division alson 9g ° 
Copease Corp Parsons Paper Co 
Copy Craft, Inc Paterson parcument Paper Co 
Corbin Wood Products Division Peerless Imperial Co 
Cotterman |. D 1? Perma Products Co 
semese tom, bab 3 

y “ c 
Dewberry Engraving So Plastic Binding Corp 
Dick Co., A. B Pemeuth Rubber Co 
Dieh!|, G.m.b.H., Heinrich Pelvchreme Corp 
Ditto, Inc Inner Back Co Precision Mf Co 
Dixon Crucible Co., Joseph Pres-To-Line orp 
Eastern Corp Print-O-Matic Co 
Eastman Kodak Co Rapid Roller Co 
Esleeck Mfg Co ' Rega! Typewriter Co 
Evans Specialty Co Regna Cash Registers 
E-Z Sort Systems, Ltd Reitzfeld, Milton 


Remington Rand Inc 
Faber-Castel! Pensil Co. A. W d Rite tT Corp 


Faber Pencil Co., Eberhard Roberts Rubber Co 
Fac t Inc ’ , . Robot 
obotyper Corr 

Felt & Tarrant Mfg Co Rogersnap Business 
Fisher Pen Co Roller Press 

Force & Co., William A Roval Typewriter C 
Friden Calculating Machine Co 7 ae 4 
Frigidaire Div., General Motors Corp Saunders Mfg. Co 


< et 
Sengbusch Self-C 
Gates Associates Serolite Corp 


General Binding Corp Smead Mfg. Co 
General Photo Products Co 123 Smith. Inc.. Char 
Gilbert Paper Co 

Goodyear Printing & Stationery Co 
Graphic Systems 

Groveton Papers Co 

Haloid Co Tab Products Co 
Harding Co., Milo Thomas Collators 
Heat-Timer Corp Traveletter Corp 
Heyer Corp 
Hush-A-Phone Corp 


Indiana Cash Drawer Co 
Industrial Shredder & Cutter Co 
Ink Specialties Co 

Inserting & Mailing Machine Co Wale Floating Nozzles 
Inter-Continental Trading Corp 5 Wassell Organization 
International Cash Register & Parts Co 55 Wausau Paper Mills Co 
International Office Appliances, Inc Weston Co., Bryon 

Invincible Metal Furniture Co 2 Wolber Duplicator & Supply Co 


Worden Co 
Kee Lox Mfg. Co 
Kohithaas Co Yawman & Erbe Mfg 


Smith-Corona. Inc 
Storms Co.. H. M 
Systems & Procedures A 


Underwood Corp 
Universal Color Slides Cc 


Veeder-Root, Inc 
Victor Adding Machine Co 
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Save Your Sight 


LTHOUGIL there blind 


personnel who ean efficiently 


are 


operate standard offiee equip 


ment, good vision is re- 
garded as a primary requisite of the 
office worker. The National Society 
for the slindness 
1955, 
and 
This 


is expected to be the largest number 


Prevention of 
states that before the end of 


27.000 American men, women 


children will lose their sight. 


of new victims of blindness in our 
country’s history 

More than 90° of all eye injuries 
are preventable, yet they continue 
at an alarming rate both at work 
and in the home. Our children suffer 
100,000 eve 
the 


guardians, 


more than injuries a 
negligence of 


the 
grown-ups themselves meet with ae 


year, due to 


parents or while 
cidents in kitehens and home work 
shops. The office worker entering the 
do-it yourself field would do well to 
get some eye-safety advice from the 
plant. Safety glasses are a cheap 


investment in future happiness. 


162 


Research scientists work 


stantly to find new methods to fight 


con- 


eye disease, although we spend little 
more than a cent per person yearly 
to help them. More than a 


Americans 


million 


over 40 are suffering 
from glaucoma, a blinding eye di- 
sease that is becoming more of a 
problem as our life span lengthens. 

In a campaign to eall upon all of 
us to join in a nationwide effort to 
halt 
country, September has been desig- 
Sight-Saving Month. Reduce 


hundreds of millions 


the march of blindness in our 


nated 
the waste of 


of dollars in lost produetion and 
purchasing power, and the inealeu 


lable 


caused by 


loss of human resourees 
Pro- 
tect yourself by knowing the facts 
the 
has already 
More 
blindness and im- 
attributed to 


out ot 


dest roved VISION. 


of eye eare and by using 


that 


against 


weapons science 


provided blindness. 
half of all 
paired vision can be 
(ne 


than 
simple neglect. every 
two blind persons in the country to 
day could have saved his sight if 
the sight-saving knowledge already 
used. It 


750.000 


avallable had been is esti- 
that 


will 


mated living Amer 


icans suffer blindness’ before 


they die. 
If you 


have an eve problem, the 


society will gladly answer your 


Address 


your questions, or your request for 


questions without charge. 


a free copy of their eye care folder, 


to Prevention of Blindness, 1790 


Broadway, New York 19. 
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Here is the simplest, most economical way to make copies of anything you use in your busi- 
ness, club, institution or | + Sales Letters, Bulletins, Postcards, s, School Tests, 
Maps, Music Scores, Graphs, com Statements, or anyone of hundreds of other forms. 


> 


The Low Cost DITTO D-10 makes copies of anything you can type, write, trace or draw, in 
one to five colors al once, al a speed of up to 120 bright a Takes 
any standard size or weight paper or card stock. Makes 10 copies for than a penny! 


® Write for iilustrated folder of mode/s 
to fit your exact need as wellas samples 
of actual 6 color copies made on @ Ditto 


PF CEEOTSHOCCOOFOSELOERORHORE OOS © 
0, INC. 639 South Oakley Bivd. © Chicago, IMlinois 


tN CANADA: DITTO of Canada LTO, Toronto, Ont 
IN GREAT BRITAIN: DITTO (Britain) LTD, London, England 


Gentiemen: At no cost of obligation to me, please send . . . 
[_] Folder of Models and Samiptes of Copies Ditto makes [| Arrange a Free Demonstration 
{_] Comptete information on new Ditto Chemograph process —_[_] Free Offige Trial 


Na a wall cc, ec aE ms 


Company or Growp. ach isi A RMI Sa ig cg 
Address... 


aver eminem stair anette earnestly iit meme <= renting 


0 ae 


eeeeeeoseses POOP CER ECO Ser ererereeebeseseeos 
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EASIEST TO OPERATE 
OF THEM AiL! 


You simply write, type, trace or 
draw on the DITTO Masterset 
{no special tools needed). 


Stip Masterset onto the drum of 
your DITTO Liquid Duplicater 


Turn handle and eut comes up 
to 300 or more bright clear 
copies. 


4 g) ASK ABOUT .. 


DITTO’'S newest odvance 
in dyplicating. deveicped to 
meet tpecial copy needs 





5-DAY TRIAL! 
High-speed, simple ten-key operation 


People in your business who’ve 


been using adding machines for 
years tell us they’re amazed by 
the Underwood Sundstrand. It’s 
the fastest, easiest machine they 
have ever used. And tests prove it’s 
the most dependable. But you be 
the judge! 


A, 


Call your Underwood Sundstrand 
representative or write to Under- 


wood Corporation, Dept. D- !©, 


One Park Ave., New York 16, 
N. Y., for a five-day FREE trial. 
Use it in your own office on your 
own work with your own opera- 
tor. There’s no cost or obligation. 


UNDERWOOD @&IXEEEOD) CORPORATION 


ne Park Avenue, New York 16, N.Y. 














